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ACCESSING CM/ECF

The CM/ECF system is aweb based software program. CM/ECF court users process cases
through the Federal Courts interna web dte, while attorneys and other public users will submit
pleadings and view case data from the internet. Both court and externa users have different
levels of access to screens viamenu sdections and functionality as determined by their needs.

STEP1 To access the court web site, open Netscape Navigator or Internet Explorer and enter
the URL (address) of the court’s computer in the browser’ s location field.
www.mdb.uscourts.gov (See Figure 1). Familiarity with browser navigation and
functiondity is recommended for successful and efficient use of this system.

*- 1.8, Bankruptey Court Home - Netscape
F:' EI“.' I"'i:""l |ﬂl'l "'[j’rl.'i |—:.|:

V1423481

frvad  =esed  Hwe  fead Gemy: P Saey Sk

E§ 'd Bocaia: .‘; EZI||‘1]I.'.'.‘.'.H.F:|]Li21t.;[I'- j

Figurel

NOTE: For quick accessto this ste in the future, set abookmark or create a button on
your navigation bar, (See Figure 1).

The Back button (See Figur e 2) on your Netscape navigation bar can be used to back up in case
processing or queriesa any time. Y ou will find that the Back button and the Forward button (See
Figure 2a) will alow you added flexibility in case processng .

2 ~

Back Fomward

Figure 2 Figure 2a

o Click on CM/ECF Bookmark and then the drop down menu “Generd Info &
More’. Under the category CM/ECF “Y our key to the Clerk’s Office”
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o Click on Training Database L ogin. (See Figure 3).

CMIECF
Y oLIr KEV to the Claerk' s
Office

* E!Etﬂ'n Eag“irnulnuﬁ - |E!l|.'|.'| s!':ﬂﬂuizﬂtiﬂu
+ Lontacts Chart
« Truster Fermptlon Cedere = s slnttne
* Duwrnluguable » Dpline Tulurial

1nformation Famphlet + Iraining Latabase
+ Inwltadnn to CM/Arcr rale L nnln

Figure3

STEP 2 The CM/ECF CERTIFICATE NAME CHECK screen may display next. You will
See a security screen Smilar to (Figure 4).

Security Information

Figure4
o Reed the security information
o Click [Continug]
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STEP 3 Didtrict of Maryland-Document Filing System Screen will appear

o Click on Digtrict of Maryland-Document Filing System (See Figure5)

Welnorteth- T E Sabrqtey Coous 5o th- “hstret of TWanilas 2

Lot of Mosrland  Trocomen: Fiine Suvstem

Tlis message is comtained in the file Operationds vhice It
You may use this file to alert users to cwrent CWIYTCT aperational issues.

Figure5
STEP4 L ogins and Passwordsfor Public Access

Internet users (attorneys, trustees, and in some courts, certain creditors) will use two sets of loginsand
passwords; one for CM/ECF filing and the other for Public Access to Electronic Records (PACER) to
access information for queries and reports. Registered Internet users will see alogin screen as pictured
below. Participants will initidly enter their CM/ECF login and password which has been issued by the
court on this screen. This login and password alows dectronic filing of documents, not access to reports
or queries. Your Login and Password fields are case sendtive. A login of masonp should not be
entered as MasonP or MASONP. The password cannot exceed 8 characters and should not include
specid characters (#,$,%). The client codefield isoptiona and is used for PACER users to associate
this activity to specific cusomers. If an error is made before submitting the screen, clicking on the
[Clear] button will delete the data and alow you to reenter the information. Thislogin screen will
subsequently appear when web users salect any report or query selection from a CM/ECF menu. Al
users are personaly responsible for activity with their logins. Participants can aso be given access to
maintain their login and password, address and e-mail preferences. The PACER dgte offers free Internet
access to a series of CM/ECF tutorias for attorneys and other web users through a series of Computer
Based Training (CBT) modules. No login, password or chargeis required for this festure. The lessons
can be done a aPC in individua modules at the convenience of the student. Screens replicate the
CM/ECF environment and are interactive. Thisresourceisat
http://www.pacer.psc.uscourts.gov/ecfcbt/ or may also be accessed by click on the pacer link from the
CM/ECF area of the court’s web page.
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Bankruptcy case information on CM/ECF isavailable to the_public through participating court
Internet Sites. For instance, the bankruptcy court in the Digtrict of Maryland can be accessed by typing
this URL,, www.mdb.uscourts.gov, for pacer the URL is http://pacer.mdb.uscoourts.gov/ in the
Location Box of your browser. A PACER login for each court user is necessary for accessto reports
and queries. Inquiries can be made through Public Case Query which provides search capabilities by
case number or name. PACER gives participants access to a CM/ECF court calendar, a cases report,
clamsregigter, creditor matrix and case docket sheets. Thisinformation is current and is updated with
activity in red time. CM/ECF registered users can subscribe to eectronic notification of any filing on
any case within the district. These notices are recelved through the participants e-mail program. Notices
can be monitored throughout the day or by requesting a daily summary of activity of dl the casesthey
have signed up for. Every user can access a copy of the document that has been filed once without
charge. It isadvisable to save or print thisfile. Subsequent requests through the document’ s hyperlink
will produce the stlandard PACER login screen.

ECF/PACER Lagin

HMotice
Thia :a ¢ Reandescd Wb Site for Offeal Zot Evaite g oncy Unossoom £ ehber do croicbited oo anbjc ot to
pros=cubon aader L Ale 12 o the 1235 Clode &1l sctrabies and scosss stiewats e ogged.

Instructions

Cibe_ ez JI2T7 Lo gin and passaowd For ¢ s cbionic Zing copabil s es. 28320 oo potnees filing zapabifies, snter
vt BoCER Lo gt and praswors, IFwpon do buos azve CFACER Loty coxtaet the =035 B opvdes Dot o

ad sblisk an socoun. You mas e gisker oo e 2 Srp pearerpssuascovnrgor ovoall lee | AL Y erice U end e

o (RO M550 2202 Ty A 2440

o aee a0 Fae of 0T o page, o apporred oy s Mediei Corfarene o of the Undted 3ocsoe o daSeascnbe:
19 ses sron, all ar assessed bovasce s bo blus seomoe A wquesss will e cheozed o monw LA U logue thed
iz hean = e Ty e oot e 1 filieng ok e, eaber e e 2 A0 g and g ameord The Hicet eadi -a
poowd = [ e PEUEE us 21 a8 9 meoaos Lok s sy by cheze Toesco )z ves  Leup oo by awn

.-']-1- T T L R

Anthantleatinn

Lugin. |

(R T

chanl cude |

1 niqir I HEETS |

Figure 6

C Enter Login and Password
C Click [Login] to continue
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STEP5 The CM/ECF Main Menu screen displays (See Figure 7)

EECF Bankruptcy  «  Adworsary  + Quory « Reports + UMlitics  + Logouot

Figure7

Access to the various modules are provided by the blue Main Menu Bar &t the top of the screen. Each
sdlection is a hyperlink to another set of options or hyperlinks dlowing participants to file documents,
query, view or print a docket sheet, generate reports or maintain the system. This menu isaso used to
exit the system. The preferred method to exit CM/ECF isto click the L ogout hypertext link on the
CM/ECF Main Menu Bar
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BANKRUPTCY CASE
OPENING

This module will demongrate the steps to take to open a new bankruptcy case in the CM/ECF system.
Schedules and Statement of Financid Affairs should befiled as part of the voluntary petition. If the
Voluntary Petition Schedules and Statement of Financid Affairs The size of the document must not
exceed 1.5 Megabytes, approximately 25 Scanned Pages or 300 pages converted from word
processing software. Break documents larger than 1.5 Megabytesinto separ ate attachments
that are 1.5 M egabytes or smaller.

Attorney Disclosure of Compensation, Chapter 11, 12 and 13 Plan are to be docketed as separate

events.

NOTE:

STEP1

STEP 2

STEP3

All Documents with the exception on the Creditor Matric must be submitted asa PDF
Document (Portable Document Format)

Click the Bankruptcy hypertext link on the CM/ECF Main Menu Bar.
The Bankruptcy Events menu displays.

o Click the Open a BK Case hypertext link.

The Case Data screen displays. (See Figure 1)
Open New Bankrupicy Case

Case type I ak =]

Drate filed  11/672202

Chapter IT 'I
Juml Pulilivn I 1 *I
Deficiencies I - I

Mont I Clear |

Figurel

C The Case Type defaultsto bk. Thisisthe only option. No action is necessary
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C The current date is displayed in the Date Filed box. This date cannot be changed.
The file date of the petition will be the current date.

C Click the down arrow 1 to reved the list of available Chapter options
NOTE The system defaults to Chapter 7.) Click to select the appropriate Chapter.

C Click the down arrow 1 to reved the list of Joint Filing options. NOTE: The
system defaultsto ‘n’ for no - meaning thisis not ajoint (husband and wife)

filing. Accept the default, or click to select ‘y’ to indicate that the filing includes
both a husband and wife debtor

C Click thedown arrow i to reved thelist of Deficiencies options. The system
defaultsto ‘n’ meaning there are no deficiencies, and that this new filing contains
al required documents. If any items are missing from the petition, change the
Deficienciesbox from‘n’ to'y'.

NOTE: If ‘y’ (yes) is chosen to indicate there are deficienciesin thisfiling, a

deficiency screen will be presented later from which the missing items will
be indicated.

C Click [NEXT] to continue

STEP 4 The Search for a Party screen displays. (See Figure 2)
Open New Bankruptcy Gase
search for a party
S8 | Tax Ti |

LastBusiness name |

Gearch | Clear
Figure 2

C The database must always be searched to seeif the debtor(s) exist before a
new party can be added.

C Type the Socia Security Number, Tax Identification Number and/or Last
Name or Business Name.

C Click [Search] to continue.
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Search Hints:

% Enter onefield of datafor each search.

% Format Social Security Number or Tax 1D with hyphens.

% Searching is case sensitive. (Smith not smith)

% Include punctuation. (O’ Brien)

% Try aternate search cluesif your first search is not successful

% Partial names can be entered

% Wild Cards (*) are not required at the end of search strings.
STEP5 The Party Search Results screen displays. (See Figure 3)

o)

o)

o O

o)

o O

Search for a party

SSIV || Tax Id I
LastBusiness name I
Search I Clearl

FParty search results

No person found.

Create new party i

Figure3

If the system does not locate the party in the database
based, amessage will be displayed: No Person Found.
Click [Create new party] to add the debtor into the
System.

Proceed to STEP 6. (If party found see below)

If the system does locate the party in the database, a Party
sear ch results screen will display. (See Figure 4)

Eomoh b m pooriy-
s [ Taxmd [
LastHnmoess nnome I—.
Saorah =1 |

Faxriy swmch cwmbia

Smih, Alice -
Elrlllrl. T

mih, loanno

Smih, John ©.

BEmik, dnke Mina

Smitli, Aubieil Shanloe =]

Selert nama frovn ls | Creatd now pory |

Ticure 4

Click the down arrow 1 to reved the entire list of search
results. Highlight the debtor name.

Click [Select name from list].

Proceed to STEP 7.
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HINT: If you are not sureif one of the parties shown on the Party
sear ch results isthe debtor you are searching, highlight the name
and dlick [Select name from list]. You will be ableto verify the
socia security number on the following screen, and edit the address if
required. However, if it is not the correct party, click the browser
[Back] button, then click [Create new party] and proceed to Step
6.

STEP6 The Party Information screen displays. (See Figure 5)

RAankriptry = AdWAISAry = MuuAry = RaWwrts = [Hit&es

Prry Tnfareatinm
Luy! nwmne | Firxl name |
Ifiddle nams | G eneration l— Tifle I—
T I N E T Tax 1|
(Miice | Sddress 1|
duldreyz 2| Ay 3|
ity | STATE l_ Fip Ir
Oty | | L nuntrr li
1'lvpaie | rax |
E-xoail |
Fro&e m Fole [Uebtsridb pty) =1
Tarty text: |

Add al alizsez before

A
iss. | REUISEE clcking the bt butbon.

ZLbrnit | ancel I C;Iearl

Figure5

As shown on the petition, enter the following information:
Debtor’sLast name.

If the debtor is a business, enter the full business namein the
Last Name field. (SeeParty Text bullet below.)
Debtor’s First name.

Debtor's Middle name.

Debtor’s Generation, if gpplicable (Jr., Sr., 111, 11, etc.)
Debtor’s Title, if gpplicable (MD, PHD, etc.)

SSN (Socid Security Number), or Tax I D (if the debtor is
abusiness).

o O O

o000 O
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(@)

(@)

NOTE:

(@)

The Office box may be used to indicate the office name of a
business debtor. Use Address 1, Address 2 and Address
3 linesto type the debtor’ s mailing address as shown on the
petition.

Type City, State and Zip information.

It is not necessary to enter a country name, unlessthe
country of the debtor’s resdence is not the United
States.

Click the down arrow 1 to reved thelist of County
options. Click to highlight the county shown on the petition.

HINT:

Typethe firg letter of the county name for afaster search.

Allegheny
Anne Arundd

Bdtimore
Bdtimore (City)
Cdvert
Caaline
Carroll

Cecll

Charles
Dorchester
Frederick
Garrett
Harford
Howard

Kent
Montgomery
Prince Georges
Queen Annes
Somerset

. Mays
Tabot
Washington
Wicomico
Worchester
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Phone, Fax and E-Mail information of the debtor is optiond.

The ProSe box automaticaly defaultsto ‘n’ for no, meaning that

the debtor is not representing himsdlf. Y ou will automaticaly be

added as the attorney for this debtor by the CM/ECF system

oncethe caseisfiled.

o Verify that the Role type of Debtor ishighlighted. If not, click the down
arrow 1 to reved thelist of role type options and select debtor.

The Party Text box can be used to add additiona descriptive nature to the
debtor’ sname. For example: If the debtor was General Foods Store, a
divison of General Motors Corporation, enter: General Foods StoreinL ast
name field, and enter: a division of General Motors Corporation in Party
text fidd.

If this debtor has any diases, click [Aliag] to enter the dias information.

The Alias screen displays. (See Figure 6)

O O

o)

o O

Dankruptcy - aodversary = QuBry - Reparts = Ut

LasvBouviness nune Firsl maunwe IeLiddles maune | Gemecativo || Role

| | [ | [k =
[ | e =]
|+ I I I | M=
KR I I | I~ =
| [ | ===

Al alicomn lear I Zlickithe Add slispes Duticiy to rsbarn o e T atsr ecrs snn ] evalurit ol infcrn

Figure 6
o Enter up to five diases for this debtor.
o Click the down arrow A to reved thelist of optionsin the Role category.

They are: aka (also known as), dba (doing business as), fdba (formerly
doing business as) and fka (formerly known as.

o Click to sdlect the appropriate Role type for each dias entered.

o Click [Add aliases] to submit.

o If you make a mistake during the addition of diases, click [Clear] to
begin agan.

o If you have more than five diases to add for this debtor,

click [Add aliases| to add thefirs five. Then click [Alias] againto
submit additiond diases. This may be done as often as necessary until dl
aliases are added to the system.
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STEP7 The Party Information screen displays again. (See Figure?)

ECF Hankruptcy = Adversary = Quary -« Hoports = Utlities = Logoot
Pariy Tnformstion
Lasr nama | Firs: nama |
Blidlle rgamee | Censrston [ Tile [
ssM [ wniama Taxd [
Office | Address 1 |
Address 2 | Addresz 3 |
oy [ state [ vp BEEEEE
County | =l Counsy |
Frome [ Fax [
F-mail |
PraSe |no =] Rale |Cewor ohpiy) i |
Party taxt |

Add all shimres befure

Alaz | Reviow chchng 1he Subout butlon
Svbmit | Carco | Coear |
Figure7
o Verify the debtor and dias information shown.
o Click [Review] to review the dias information. (See Figure 8)

HReavieww attormeyws and aliazses
Thiszriciz wWZetvw worx

L0 1S 00T TS Pera1r e FR o STET
Sattoravews addoed:
Il ermem aclelsel

Salasers added:

=1 :;.‘;nmryi-.l', s Calealy
=1 2faww=rems 142t 1T320cline . Cclleml)

Melurr Lo Marly =creer I 1Zlear I

Figure8

NOTE: Thisiswhere you must delete an incorrectly entered Alias. An dias cannot
be edited. If thereisanything incorrect about the dias entry, ddlete it here by clicking
[Clear] to remove dl checked diases. Then select [Return to Party screen], and
click [Alias] to re-enter the correct dias information.
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o Y ou will note that in the Attor ney(s) added: section this message None
added. will display. CM/ECF knows who you are, based upon your attorney
login, and will add you as the attorney for the debtor.

o Click [Return to Party screen] to continue.

o When dl the information is correct, click [Submit] to continue.

STEP8 The Search for a Party screen displays again to dlow for asearch of the Joint

Debtor

o If “y” for Joint was selected on the Case Data screen, the Joint Debtor
screen will display. Repeat Steps 4 through 7 for the Joint Debtor.

NOTE: If thisisajoint filing but was not indicated as such, or if thiswas

inadvertently marked as ajoint filing and there is no joint debtor, return to Step 1 and

begin again.

o Once the Joint Debtor has been added to the case, click [End party
selection] inthe Search for a Party screen and proceed to Step 9

o If you indicated the filing was not joint, proceed to Step 9.

STEP9 The Statistical Data screen displays. (See Figure 9)
o Indicate the Type of Debtor by selecting the appropriate Radio Button

Type of debtor @ Indiadus O Comerainn O Parngrship O Clhet
OFRairoad O Slockoaker QCarmding Broker

Feestatus [Fad 7|

Eevp—— Assetnotice|o <
Maturs of deht [conzumer « |

. ! Estimated number of erediters 113 |
Voluntary [vourary = }
: . . Estimated assets |g4-360,000 -
Crigin [0 . =
din Lrana Ectimated debts [ $0-550000 ba
Date spitfransfer |
HE Clear |

Figure9

o Click the down arrow 1 to reved theligt of optionsin the Fee Status
category. Select the appropriate option
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o Sdlect Installments if an gpplication to pay filing fee in inddlmentsis filed with the
petition. Sdect Paid, if full amount of thefiling fees are to be charged to your credit
cad onfile

O Click thedown arrow 1 to reved theligt of optionsin the Nature of Debt category.
The default is Consumer. The other option is Business.

O Click thedown arrow 1 to reved theligt of optionsin the Voluntary category. The
default is Voluntary, indicating the petition isavoluntary filing. The other optionis
Involuntary.

O Click thedown arrow A to reved thelist of optionsin the Origin category. The default
Origin codeis Origind. Other vaues are: First Reopen, Second Reopen, Third Reopen,
Split or Inter-Didtrict Transfer. No action is necessary if thisif the firgt filing, the default
vaue of Origind is correct.

O Date Split/Transfer is used when ajoint debtor splits from the origina case or if acase
Istransferred to or from ancther didtrict. Leave thisfield blank.

O Click thedown arrow A to reved thelist of optionsin the Asset notice category. The
default isy for yes.

O If thefiling isa Chapter 9, 11, 12 or 13 petition, accept the default y - for an asset case.

O If thefiling isa Chapter 7 petition, dick to highlight n - for a no asset case.

C Click the down arrow 1 to reved theligt of optionsin the Estimated Creditors
category. Click to select the correct range.

1-15
16-49
50-99
100-199
200-999

(NONONANO]

O Click thedown arrow 7 to reved theligt of optionsin the Estimated Assets category.
Click to sdlect the correct range.

Under 30,000

$50,001 - 100,000
$100,001 - 500,000
$500,001 - 1 million
$1.000,001 - 10 million
$10,000,001 - 50 million
$50,000,001 - 100 million
Idore than $100 millinn

¥ Y Y Y Y YYY
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STEP 10

STEP 11

P

o Click the down arrow A to reved thelist of optionsin the
Estimated Debts category. Click to select the correct range.

% Under $50,000

% $50,001 - 100,000

% $100,001 - 500,000

% $500,001 - 1 million

% $1,000,001 - 10 million
% $10,000,001 - 50 million
% $50,000,001 - 100 million
% More than $100 million

o Click [Next] to continue

If y for Deficiencies was sdlected on the Case Data screen, the Deficiency List
screen displays.

o Sdect each item that is not included with this petition. The items chosen will
be reflected in the Fina Docket Text.

NOTE: A deficiency notice will be issued.

P

o Click [Next] to continue.

The PDF Document Selection screen displays. (Figure 10)

Open NMevw BEBankruptcy Case

Zelect the pdf decuwment (For example: DA1220w501-21 2 df).

Filenanmme

Attachiments to Documment: & 1ITo & Yes

et I Clear I

Figure 10

o Click [Browsse], then navigate to the directory where the appropriate PDF
fileislocated. Double-click the PDF file to select it and associate it with the
docket entry.
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The Attachments to Documents option defaultsto No. If you have
attachments to this document, click the Y es radio button to indicate there are
attachments. (Refer to module: Attachments to Documents).

NOTE: If you wish to view the image before associating it with the docket
entry to verify that you have chosen the correct file, firgt right click on the
highlighted filename and sdlect Open to view the image in Adobe Acrobat.

o Click [Next] to continue.

STEP 12 A Deadline Notice screen displays if the case was designated as having

deficiencies.

o If this petition was inadvertently marked as having deficiencies, abort the
transaction by clicking on the Bankruptcy hypertext link and begin again at
Step 1.

o Click [Next] to continue.

NOTE: A Government Proof of Clam will appearsin dl chapter designated as
asset cases. Accept default date and Click next to continue.
STEP 13 The Receipt screen displays. (See Figure 11)

Dpan Mew Bankruptcy Casa

Il pavine by credid coard select INEXT wo contwae fling, credid coard verficd at covvclusion of doclopt cnory.

T Gline My a dahone qualifyne forinsmalbmants mder 28 T°AC Sae. 19230,
iype IS TALL in Rpceipr feld and 0.0 i fee Scld and select INEXT to routinoe filing.

I Ii Lee: £

Figure 11
o If paying the filing fee for the petition in full, leave the Receipt Fidd blank.

Thefiling fee will display inthe Fee Fidd. Click [Next] to pay thefiling fee
by credit card viathe internet credit card program.

o If the debtor is paying the filing fee in ingtalments, type INSTALL inthe
Receipt Fidd and type 0.0 in the Fee Fidd. Theingalment payment will
have to be paid in person (with cash, money order or atorney’s check) at the
Clerk’ s Office within 24 hours of filing the petition.

o Click [Next] to continue.
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STEP 14 TheFinal Docket Text screen displays. (See Figure 12)

Jorkrrty + Adenrsary + Query o RBrpmes o Dities

Uaockst laxt: Modity as fpprepriate.
Vohmitary Petition Uneler Cliater 7. Schedules A-J due LS200_. (Heavner Anmney)

Figure 12

o Verify the accuracy of the Final Docket Text. Thisiswhat will print on the
docket shest.

o Click the browser [Back] button to find the error(s) and proceed with the
event. If corrections are made you must reenter the information in al of the

screens you returned through. If no corrections are made use the [Forward]
button to return to the origina screen.

STEP 15 The Final Approval screen displays.  (See Figure 13)

EE F Fankruptey - Advarsary = MNuaAry = RApnrts

Qpen Mew Bankiuptacy Case
IMrcknt IerT HFinal | enr

Valontary I'ctition [ Inder Chapter 7. Schednales AW chie [AS2001. {1 IcavmneT, Sdommicy)

Artertion!! Sabovitimg this serces cormmaibs this bramsachon. Yowu will have sa farcher
oppaTioTity to modifr this subewission iFyor combinme.

I-Ie:-ct!l 1=l mr I
Figure 13
o Verify the Fina Docket Text. Read the warning message.
o If the Find Docket Text is correct:
o Click [Next] to continue.
o If the Find Docket Text isincorrect:
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Click the browser [Back] button to find the error(s) and proceed with the
event. Remember if corrections are made you must reenter the information in
al of the screens you returned through. If no corrections are made use the
[Forward] to return to the origina screen.

o To abort or restart the transaction, return to Step 1 and begin again.

STEP 16 The internet credit card program pop-up window displays.

o A Summary of Current Charges appears, displaying the Date Incurred,
Description and Amount of each filing fee.

To complete the credit card transaction, click [Pay Now].

Y ou may dick [Continue Filing] if you arefiling more transactions and
would like to process payment for dl the items at once when you are done
filing.

After dicking [Pay Now] you are prompted to enter your credit card
information, including the card type, card number and expiration date.
Click [Submit Payment]. Your receipt is autometicaly docketed.

o O

(@}

(@}

STEP 17 The Notice of Electronic Filing screen displays.

(@)

The Notice of Electronic Filing is the verification that the filing has been filed
electronicaly in the court’s database. It certifies that the document is now an
officia court document.

To print acopy of this notice click the browser [Print] icon.

To save acopy of thisnotice, click [File] on the browser menu bar and select
Save Frame As.

Y ou may aso save the notice through the browser File/Save option.

A hypertext link for the Notice of Bankruptcy Case Filing appears at the
top of this notice. Clicking on this hypertext link reveals a notice summarizing
the pertinent details and participants of this case.

Proceed to upload the creditors next. See: Uploading a Creditor Matrix for
more information

o O

o O

(@)
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ATTORNEY DISCLOSURE OF
COMPENSATION

This module will demondtrate the steps to file an Attorney Disclosure of Compensation. A disclosure
statement is required to be filed as a separate document with the opening of a new bankruptcy case

or when entering appearance on behdf of the debtor(s).

STEP1 Click the Bankruptcy hypertext link on the CM/ECF Man Menu Bar.
STEP 2 The Bankruptcy Events menu displays.

o Click the Miscdlaneous hypertext link. (See Figure 1)

Bankiuptey Events

Answer/Fesponse.

Appesl

Batch Filings

ilaim A ctions

Creditor Mantenance. .
File Claims
JudzeTrastze Azsigmment
Mizcellane ous
Motions!dpphications
Hotices

Cpen a BE Caze

Plan

Oirder TTpload.

Figurel
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STEP 3 The Case Number screen displays. (See Figure 2)

|Miscellaneuus

Case Number

| 09-12345, 1:.99-hk-12345 or 1-99-bk-12345
| it | Clear |

Figure 2

o Type the case number in yy-nnnnn format.

o Click [Next] to continue.

STEP4 The Event Selection screen displays. (See Figure 3)

|Iﬂisc9llanauus

03-20001 Togeph W, Carden

Certficase Re: BDRF Conference
CetficAe nf Sardre

Chaaoter 11 Eallote

Consent

Creditar D sk

Creditor Rzcuest for Notizes
Declaaion

Dizclosura of Comaensaticn of &tornsy, for Dabior

M Clear |

Figure3

i K

Select the Disclosure of Compensation of Attorney for Debtor

o
o Click [Next]to continue.
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STEP 5. TheParty Filer screen displays. (See Figure 4)

iﬂiscallaneous:
CE3-20000 Jocoph ™, =anchan

Selact the Pargy:

Giarcen —ozepa . | FDE [ER=-H| .:I & et ate o Traty
bd=ck Jdulie =1 LS. ™ ustea]

=
Pl et I U= I
Figure4

o Click on the party Filer (Select the debtor (s))
o Click [NEXT] to continue

STEP6 The Attorney/Party screen displays. (See Figure 5)
NOTE: Thiswill not appear if the fee disclosure isfiled as part of the case opening or a
notice of gppearanceisfiled.
IMiscellaneous:
C2-ZC00 1 Joseat V. Gaidel
The followrg attorrewparty associons do not exist for thus cace,
Please chezx wauch arsocicticns chold be creaced For thic case:
[l Sarcen, Josephiptrdl) represented by Mascn, Penv {aty)
hlen Clear |
Figure5
o Create the Attorney/Party association by clicking in the check-box provided
on the Attorney/Party association screen
o Click [Next] to continue
CM/ECF Attorney Manual
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STEP7 The PDF Document Selection screen displays. (See Figure 6)

Miscellaneous:
cea- 2o Jdoseph N Sarden

elecl the pol docurnerl (Lo exangle, A2 P00D01-2 ] 2 dl)

Filename

I Lranwse. .. I

Attaclonents to Dooument = o © Tes

Nuxll Claar I
Figure 6

o Click [ Browse], then navigate to the directory where the gppropriate PDF file
islocated. Double-click the PDF file to sdlect it and associate it with the
docket entry.

Click [Next] to continue

O

STEP8 Case Name and Number screen displays (See Figure 7)

Miscellaneous:
DA-20001 Joseph V. (Sarden

Figure7
o Verify the case number and case name.

NOTE: If the case number and name do not match your document, click the [Back]
button to re-enter the case number.

o Click [Next] to continue

CM/ECF Attorney Manual Page 25



STEP9 The Final Docket Text screen displays. (See Figure 8)

h’liscellanamls:
QL2000 Jeszph v sarden

Cocket Text: Final Text
Disclosure of Compensation of Attornsy for Debtor Filed by Perry Mason. (Mason, Perry)

Aftenrion!! Subredtring s screen coreits this transaction. You will have no further opportunity to modify this
subission If vou contiuue.

Zleor

Figure8

O

Verify the Finad Docket Text. Read the warning message.(If the Finad Docket
Text iscorrect):

Click [Next] to continue

If the Find Docket Text is incorrect: Click the browser [Back] button to
find the error(s), and then proceed with the event, or abort or restart the
transaction, return to Step 1 and begin again.

o O

STEP 10 The Notice of Electronic Filing displays.

O

The Noatice of Electronic Filing isthe verification that the filing has been filed
eectronicaly in the court’ s database. It certifies that the document is now an
officid court document.

To print acopy of this notice click the browser [Print] icon.

To save acopy of thisnotice, click [File] on the browser menu bar and
sdlect Save Frame As.

Y ou may aso save the notice through the browser File/Save option.

o O

O
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HOW TO CONVERT A DOCUMENT TO PDF
(Portable Document Format)

The following ingructions will guide you on how to convert a document to PDF. The
illugtration is done usng WordPerfect.
For our example we will be usng aMation For Relief from Stay

CAUTION: The size of the document must not exceed 1.5 Megabytes, approximately 25
scanned pages or 300 pages converted from word processing software. Break documents
lar ger than 1.5 M egabytesinto separ ate attachmentsthat are 1.5 M egabytes or smaller.

STEP1 Create adocument. (See Figure 1)

By a =
L Y Y el e Ir=rar seeasl Pal= W Pt [ |
[ = = I O T I e B e I O - e R B L O i i et ] e
3
L B ' P [ T e N (' P L o-oL- -

THITED S TATESBAMNEICU L2 00T T
OIFICE O TOE C'LTHAIC
DIITFICT O I AR YL AL

----------------------------------------------------------------------

Lo T

Figurel

STEP 2 Click the Printer icon on your toolbar or click on file and then click on print (See
Figure2)

Print t YA\WMIDE-TREE\PR-T rain=Sr

Viennk | Evcigite | il Poges | Teaes Sicdod Fuicticns |

Caanieral | uinalen

| Bzt Faasfe sl ] “%FAMIR TREFFSFPFR Tiosirnas Fisaann s @ BMOR - |
il (I

o Click the down arrow on the “Current printer:” field.
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STEP3 Select “Acrobat PDFWriter from the drop down menu. (See Figur e 2a)
Print to Acrobat PDFWriter (LPT1:) | |

| Cretails | Mubiple Pages | Twe-Sided Prictina]

Acrobatr MO riker |

I
=]

Figure2a
o Click the“Print” button.

STEP 4 Sdlect the directory where the PDF file will be saved.(See Figure 2b)

it re e Felief frore 5-a prl | |
FLF e L] | |

I

Figure2b

Click the save button.

The document is now saved as a PDF document. The document is now ready
for you to process on CM/ECF.

o O

CM/ECF Attorney/Trustee Manua Page 28




HOW TO CONVERT A CREDITOR MATRIX

TO A .txt FILE

The following ingructions will guide you to correctly format a creditor matrix and saveit asa .txt file. A
creditor matrix contains each creditor’ s name and mailing address. This information is used for noticing
and dso for damsinformation when gpplicable. The creditor matrix must be in an ASCII file format

with an appropriate text extension such as .txt before it can be successfully uploaded into the CM/ECF

sysem.

Suggested Creditor Matrix Specifications:

¢

O O O O

0

O 0O 0O 0O 0 0

The name and address of each creditor cannot be more than 5 lines. If arecord is more
than 5 lines, the 6™ line will be combined with line 5 and the 7" or 8" will be truncated.

Each line may contain no more than 40 characters including blanks.
Names and addresses must be left justified.
Spacesin the firgt postion of alinewill cause problems.

Specid characters such as~, %2 or ™ will cause problems. The # and characters have
not been reported to cause errors.

Account numbers or “attention” lines should be placed on the second line
of the name/address.

City, state and Zip code must be on the last line.

City, date and ZIP code must be on the last line.

Nine digit Zip codes must be typed with a hyphen separating the two groups of digits.
All states must be two-letter abbreviations.

Each creditor must be separated by at least one blank line.

Do not include page numbers, headers, footers, etc.
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To Save the Creditor Matrix File with a .txt Extension

STEP1 After creating the list in WordPerfect or Microsoft Word, open thefile. Click on File
in the WordPerfect or Microsoft Word toolbar to display the drop down list. (See
Figurel)

% Corel WordPerfect - H:'Data'WPDocs", Text
g File Edit “iew Insert Format Toolz ‘Aindow Help

DESHES| il ¢ vy BO-A

Figurel

STEP 2 Click Save As in the drop down list. (See Figure 2)

% Corel WordPerfect - H:\Data\WPDocs\ Tex

€ Fie Edt Vew Insert Format Took Window Hep

HMew... Ctrl S e
Coen 40
Close . ot 1T
Save. . Crl 1S
Cave As.. EFa

Figure2

If in Microsoft Word, Skip to Step 4
If In WordPerfect: continue to Step 3

STEP3 Click the Drop down menu arrow in the File Type box. (See Figure 3)
Femaring s, v 1.656K3 Cooedwion®milec! 8 Do

ey TRicton, vwepd 1 455KE Cossl wiocdPerfect 8 Ded
|l i Fra 300 -

ARS] Dwirdesas] Detimiled 7 el —

ARSI [airedows] G Wiond Pioceescr

AMNS| wirdowms T et

ASCH [DOS) Dedmitad Tt

AL [DOS) Cermric Wiond Piocessar

M!‘-& j

‘wWigrdPerfec: BT /B

Figure3

P

o Sdlect thetype ASCII DOS Text.



STEP4

STEPS

STEP6

If in Microsoft Word:

C Click on the drop down box in the Save As_Type box. (See Figure 4)

Flr[éﬁlli that match thess cearch criberla:
Fle pame: | =]

| Files of byps: IESOGISSRCTAN— - |

Figure4
C Sdlect thetype of Text Files (*.txt) or Text Only (*.txt).
Enter the file name inn the File Name: box . (The system provides the same file name

with a..txt extension)

Click the [Save] bottom



UPLOADING A CREDITOR MATRIX

A creditor matrix contains the names and addresses of creditors. Thisinformation is

used for noticing and dso for dams information, when applicable. The creditor matrix

must bein an ASCII text format, usudly a .txt file, before it can be successfully uploaded.
Refer to the procedure, How To Convert A Creditor Matrix To A .txt File All other file
types within CM/ECF will be portable document format (PDF) files. The process of
uploading alist of creditors .txt file is described below.

STEP1 After ng the CM/ECF system using the Netscape Navigator
web browser, click on the Bankruptcy hypertext link.

STEP 2 The Bankruptcy Events screen displays. (See Figure 1)
EECF Ecnknaatcy ~ Suducrsary + Quoiy ~ Reoperts - LAHIHes - Logauk ?:-

Manknptry Torruts
Ar o nezne
A
slaasy ek o
ilpe: koo Sdaivhesance..
Til= Zlaira:
Llotorsdippls abon:
Lol s
DA BE OO s

Figurel

STEP3  TheCreditor Maintenance screen displays. (See Figure 2)
_reditor Maintenance

Enter mdmmdual creditors
Tpload a creditor matr: file
Edit creditors

Figure2

o Click on Upload a creditor matrix file hyperlink.
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STEP4 The UPLOAD A FILE screen displays. (See Figure 3)
Creditor Processing - Upload a File Methoxd

Case Humber

I DP-L8345, DRA-hle-14545 or 1-0P-bk- 12545

Mlext I Clear I

Figure3
o Enter the case number in yy-nnnnn format, including the hyphen.

NOTE: If the system prompts that you have entered an invaid case number,
click the browser’s[Back] button and enter
the correct number.

o Click the [Next] to continue

STEP5  ThelLoad Creditor Information screen displays (See Figure 4)

Lead Creditor Infenmation
Caammnmahw JRS004T

Loee aramiee ol Uil auad clic Lo Seal I"""' e s T T
Twamqle: rterrditar oo :

Figure4
There are two methods to enter the directory and file name of the creditor matrix

o Typein the full path of the directory and file name of the creditor matrix file, or
dternatively,

o Use the Browse feature to navigate to the appropriate directory and file of the
creditor matrix file do the following:

o Click [Browsg] to display the File Upload screen. (See Figure 4a)

Filea Lipglcaadd == T
1 == ~rCiocx =1 =l ¢ | [ ===
ooy 1 [T 1

- L=1im 1~ Ll 1 [T |
Figure4a
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Click inthe Look In box and sdlect the appropriate drive name.
Change Files of types: to Text (*txt) or All Files.

Sdect the appropriate text file with aclick of the mouse.

Click [Open] to attach the matrix file to the bankruptcy case.
Click [Next] to continue.

(ool o]

STEP6  TheTotal CreditorsEntered screen displays. (See Figure 5)
Add Creditor(s)

Total Creditors Entered &

Subrril

Figure5

If the total number of creditors entered is not the same as the tota
number of creditors on the submitted matrix, click the browser’s
[Back] button and research the error.

If the total number of creditors displayed is correct,

Click [Submit].

(o}

o O

STEP7 The Creditor Receipt screen displays. (See Figure 6)

Cradibtors Raceipt

Trasr 10 - S

Tatx Coeditar: Sdese b Toakz wase |3

Foo: & Troa” O len

Fulicn T Dhaclile- Bfamilia arn : bl irne
Figure 6
o The information displayed confirms the number of creditors added to the case.

STEP8 Click on the Return to Creditor Maintenance Menu hyperlink to
continue and repesat steps 4 - 6 for each creditor matrix. If there are no other matrices to
add, select Logout or select another option on the Main Menu Bar.
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JUDGE/TRUSTEE ASSIGNMENT

This module will demongtrate the steps to obtain a Judge, Trustee and the date of the 341 meeting of
creditors for your case. Once the Bankruptcy Case is opened upload the Creditor Matrix. Refer to the
procedure Uploading Creditor Matrix..

NOTE: The creditor matrix must be uploaded before using this event.

STEP1  After accessng the CM/ECF system using the Netscape Navigator
web browser, click on the Bankruptcy hypertext link.

STEP2  TheBankruptcy Eventsscreen displays. (See Figure 1)

Manlampiey Tvenres

At s G e
Sapie ]

Faz—h Fiizs

[ PR TN PRy P

tZreclizor Bfaink=na tce...
Fie Clam-

Diasl s rawsle: Aemepon- i

Idizcallone ooz

o O B T L T L ) TR
| Y G T

LT TR S 4T
E'loun

il v Tl i

Figurel
C Click on Judge/Trustee Assignment.

STEP3 The 341 Judge And Trustee screen displays. (See Figure 2)

e ey s doowzen e Floas besshon, & ez sz ol sppea

541 Tndee And Tneskes

Case tase Tude Chapter 541 e ting Judge Fawe Towstes 2 ame
CrmErenged Draonoce & MTobam cEsmaoonezest o
- sp s S ek 3 Zheic Tumme Szoit 2 Tisld=th ¥ 1ot meewng ko oz held ol TR Tield ¢ T
7T TR . Tl 2o slad T T
LS TR TN B PTEE TR T] I i
Figure 2
C Make a note of the information or print the screen for your record.

C Click to any Hyper-link to exit.
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CHAPTER 11,12 or 13 PLAN and/or
AMENDED/MODIFIED PLAN

This module demonstrates the steps to follow to file aplan. In CM/ECF plans are docketed as separate
events, even if filed smultaneoudy with a voluntary petition, as is often the case in Chapter 13 filings.
Although this module specifically shows a Chapter 13 plan, the same steps

would be followed to file a Chapter 11 or Chapter 12 plan.

NOTE: Chapter 11 Disclosure Satement is aso docketed through the Plan category.

STEP1 Click the Bankruptcy hypertext link on the CM/ECF Man Menu Bar.
STEP 2 The Bankruptcy Events screen displays.(See Figure 1)

Danlauptey Tvents

Lot Hoe spootac.

Appeal
Fiala:h Filirgs

Cladtm Actions

rediler Delanlenance,
Filo Clawns

Judoe/Tiustes Assimunient
M'i!il :HIII!TIH'::IIJ.H
Ilationa/Arplications
ITolives

net o B Clasc

Flan

ol TTgalosiacd

Figurel
o Click the Plan hypertext link.

STEP3 The Case Number screen displays. (See Figure 2)

Filee = Flaars

L _zuzcreas Fldsswrrakasan

I~d = == 1 I o laar I
Figure2

o Type the case number in yy-nnnnn format.
o Click [Next] to continue.
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STEP 4 The Document Selection screen displays. (See Figure 3)

File a Flan

V- s it ala esta

Aaranded Chapter 11 Hlan =
Aormendded Chapter 135 Mlan
Avrigrided Lhisclusare Slalarmignl
Zhapter 171 Mlan

Chaplor 12 Flun

Zhapter 13 FPlan

Chaptrr 3 Plan

Clizsclosure Statement =
[ ENTRE I o I
Figure3

O Click the appropriate Plan
O Click [Next] to continue.
STEP 5. TheParty Filer screen displays. (See Figure 4)

File a Plan:
N2-10408 Tada Dasta

Selact the [Martr:

Cohar, Manl  lrazee] (1 ] addilecate 2w Tarty
Cnsta, Carla [Dehtor]
Pald, Yoot L |1 ustas| ()
Gtigahy, Maney | Sponear [Trnaton] )
F-Mlat, [Urechto -]
Mrgabdan | [Trnditae
Fussell, Mark Craditor Corinrtas]
Sehlanshety, Rager [Trnston] (T) =
(T)indicates 5 weywninared party

RS | Clrar I

Figure4

o Click onthe party Filer or select Add/Create New Party if party not listed
o Click [NEXT] to continue
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STEP6 The PDF Document Selection screen displays. (See Figure 5)

[File & Plan:

1IZ02- T2l 2 i el
Sl Wb gead 6 cdesssiaren sl EFosr 1smrrigeli: 000D WSSO =T | gaediTy
Tiloan miwns
|:-;-x:-cr.nmm>'m:.gt it Eirimwwii, . |
Lottt o hanents to Dlocmancnt: F Mo 007 ¥es
Il ot I 12 o I
Figure5

o Click [Browsg], then navigate to the directory where the appropriate PDF file
islocated. Double-click the PDF file to select it and associate it with the docket
entry.

NOTE: If you wish to view the image before associating it with the docket
entry to verify that you have chosen the correct file, firg right click on the
highlighted filename and select Open to view the image in Adobe Acrobat.

(@)

The Attachmentsto Document option defaultsto No. If you have
attachments to this document, click the Y es radio button to indicate there are
atachments. (Refer to module: Attachments to Documentsfor more
information).

o Click [Next] to continue.

STEP7 The Plan Payment Amount and Duration of Plan screens. (See Figure 6)

EE F Bankruptcy + Adversary

Flle a Plan:
QZ-1040% Carls Costa

Entcr Amount of I'agments T'or Month:l‘:":":‘ -0

Tomter # L';FT-.-'TL'mﬂ'F.'Il ~hru &0

Mext | Clear I

Figure 6



NOTE: Completing thisscreen isnot required for a Chapter 11 Plan.

o Enter the amount of monthly plan payment
o Enter the length of the plan in months
o Click Next to continue
STEP8 Case Name and Number screen displays (See Figure7)

File a Plan:
(122100410052 (arla i osta

1 Clear I

Figure7
o Verify the case number and case name.

NOTE: If the case number and name do not match your document, click the [Back]
button to re-enter the case number.

o Click [Next] to continue

STEP9 The Final Docket Text screen displays. (See Figure 8)

IFlle a Plan:
N2- 10 2 s Crsta

Docket Tewt: Maal Tex

Chapter 12 Plar Amuwat of Favowoals poe Lol 300 00 5 walvr ol BTwobe:1 Guu
G0, Filed Ty Caurla sl dusong, Pony]

Armention!! Yohidming this sereen eoramiits this transaetion. Yoo will hate no fother
pppormuity oo raedify this subraiesiorn i jon ¢ ourivue.

Figure8

o Verify the Finad Docket Text. Read the warning message.(If the Finad Docket
Textiscorrect).
o Click [Next] to continue
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z

o If the Find Docket Text is incorrect. Click the browser [Back] button to find
the error(s) and then proceed with the event or abort or restart the transaction,
return to Step 1 and begin again.

STEP 10 The Notice of Electronic Filing displays.

O

The Notice of Electronic Filing is the verification thet the filing has been filed
electronicaly in the court’ s database. It certifies that the document is now an
officia court document.

To print a copy of this notice click the browser [Print] icon.

To save acopy of thisnotice, click [File] on the browser menu bar and select
Save Frame As.

Y ou may aso save the notice through the browser File/Save option.

O O

O
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NOTICE OF APPEARANCE AND
REQUEST FOR NOTICE

This module will provide you with step-by-step instructions on how to file a Notice of

Appearance and Request for Notice. Once the notice has been filed, you will be shown how to query
for creditors that are involved in a bankruptcy case.

STEP1 Click the Bankruptcy hyperlink on the CM/ECF Man Menu.

STEP 2 The Bankruptcy Events screen displays.

O Click onthe Miscellaneous hyperlink. (See Figure 1)

LEE AL =S R E RS Lo Tl e Tl ) Bh oF S

PR S FoRE il ot Sl e liel o = rar oo Tl s .
_n.ﬂ!-_l_'\l | L EIJ.

Fiaro-ts Falizaes::

LN e W T T B ke B st ol b B

st Tisrmint=

Tzl e enzalczasazanis, .
Fale v“'iaavea:-

JduaCdsme Ll ste e MM s siaiaiaa et
FAr=r =1l sinmeas1as

ITotoniss S e icattieons
T Coalla—c - Toean b o - Lizass
T b

L N Tl ol b B T - P s T o

LN N BT BN LES I A N B P

I “l=t

TI =L I_'J-.T_TE TI _p= L
Liasteets 1511 Ldalunars

Figurel

STEP 3 TheCase Number screen displays. (See Figure 2)

Miscellaneous

Case Number

I'—'E—E'-”-""l:j QO_1R340, 1 90 k-1 A o 1299k T R340

Ml | Claar |

Figure2

O  Veify Case No.
o Click [Next] to continue.
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STEP4

STEPS

The Event Selection screen displays. (See Figure 3)

Miscallaneaous

e STl IoeZiouts IR TG

Involantary Hotition (s hapter <1 tor attorney = oy |
Invalantary Fotitiaon Asdad Farty
Iresrinliari b ey Sitarrirrinr= TiHr iH FaHrznlHi

ialpcction te Liobktors o of Lxcmaetiens bl |

rlooct || icar |

Figure3

box
o Click [Next] to continue.

The Party Selection screen displays. (See Figure 4a & 4b)

Miscellaneous: Miscellanaous:

V22l Tass TS and Tovs, oAz dEohos: 200 T ats T T0 aed Sare, Do A e

Kmlerl in Hart: Selecr the Dty

Ca's LS Panlnn Bl N crlesate Hewr Poor
L o T

Lars ko 1= LUz xer]
earn, Or Ao, Jekls

| les “lenk Llear I

Figure4a Figure4b
If the party(ies) isare found.

Click Next to Continue

If the Party(ies) i’are not found. (See Figur e 4b)
Click onthe[Add/Create New Party].

Enter the Party’ s name in the Last name fidd
Click on the [Search] button to continue.

The Party Search results screen is displayed.
Click onthe[Select name from list]

Click [Next] to continue.

o000 0000 00O

Click to [Select namefrom list]. (See Figure 4a)

o Select the Notice of Appearance and Request for Notice from the drop down
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O

The Party Information screen will appear. Ensure that there is address information

for the creditor you are adding to the case, change the Role to the appropriate
title.

Click [Submit] to continue.
Hi-light appropriate party (ies)
Click [Next] to continue.

o0 O

STEP6 The Attor ney/Party screen displays. (See Figure 5)

|Miscellaneuus:
O2-20043 Cars @15 and Cars, Cats & Cars

1ke bollossrng atbornes’paty associabons doomos exist boe thus - aze.
Flease rhie-k wliclh assoraabions shoald e forated foo- s cases

Tk | Car, 11Tk |2 lan, neeed represe vt T atis 1, Catse)

Mext I Llear |

Figure5

-

o Create the Attorney/Party association by clicking in the check-box
provided on the Attorney/Party Association screen.

STEP7 The PDF Document screen displays. (See Figure 6)

Miscellanenus:
0% iHE e (FE T2 od P, e & T

Bl b plf wecknoas Tee coaegle TR0 W2 AL
Lileuane

|'.I': nal 1_': [{=% 4] _r [F £oc —roorndagy Zouac Bruwswe. ..

atarhmeen s w Ducwme: & M 7 o

Figure 6

o Click on the[Browseg] button, then navigate to the directory where
the appropriate PDF file islocated and sdlect it with your mouse.
o Click [Next] to continue
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STEP8 The Case Name and Number screen displays. (See Figure 7)

|Misce|laneuus:
02-200432 Car's R US and Cars, Cars & Cars

Ned]  Clear |
Figure7
o Verify information is correct

o Click [Next] to continue.

STEP9 The Final Approval screen displays.(See Figure 8)

Miscellaneous:
TR Cats TS 2rd Cars, Tars A Ce s

[ocket Text: Final Tex

Metlce of Appearance and Requast for Motlce by atty1 Flled by on behalf of  Think | Can, I Think | Can
(atty1, ]

Attenmon! Subwurtmg tis screen cowunits tas tanesetion, Yon will have no turher oppormmey oo me ity dus
mibwatszion I Fou contmmne.

Figure8

z

o Click [Next] to continue.
STEP 10 The Notice of Electronic Filing screen displays.
o To print acopy of this dectronic receipt click the browser [Print] icon.

o To save acopy of thiseectronic receipt, click [File] on the browser menu bar
and sdlect Save Frame
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SINGLE-PART
MOTION/APPLICATION

This module will demondirate the seps to file amotion in the CM/ECF sysem.  The example
demondrates the eectronic filing of amaotion that requests only one type of relief (sanctions). The same
steps would be followed for other types of single-relief motions and gpplications. See aso: Multi-Part
Motions/Applications for guidance on filing a document with more than one type of rdief (i.e. request
for relief from stay and for adequate protection).

NOTE: All Moations, with the exception of aMation for Relief from Stay are required to have a
proposed order attached to the Motion/Application. Do-Not attach a Proposed Order when
docketing a Motion for Relief from Stay.

Single - Part Mation (this example a motion for sanctions was used)

STEP1 Click the Bankruptcy hypertext link on the CM/ECF Main Menu Bar.
STEP 2 The Bankruptcy Events screen displays.

o Click the M otions/Applications hypertext link. (See Figure 1)

Bankruptcy Events

AnswernBesponse. .
bAppeal

Claom Actions

Creditor IMaintenance. .
File Claims
Motions/Applications
Motices

open a BE Case
Other

Flan

Figurel
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STEP3 The Case Number screen displays. (See Figure 2)
File a Motion

Case Numbher

[0z 10402

[ ext I Clear

Figure2

o Enter the case number, including the hyphen, in yy-nnnnn format.

o Verify the case number that is displayed.

o If the case number isincorrect, click the browser [Back] button to re-enter the
case number.

o If the system prompits that you have entered an invalid case number, click the

browser [Back] button to try again.

STEP 4 The Motion Types screen displays (See Figure 3)

File a Motion

e Lol E Ziounloy (Shosto

FrrrgniA=tirng bAAmdi=tinm =1
Zanmcticnns

=All

Soll Frog and Claar ol Lioni=

=ot Llsarag

Fiml 1ol Thmiy 1o Fila Mromnl= 0 o lzien JLLLILS
Tover Chapter 1 12lase

Sower hapter 1W fase = |

Il I 1Zthoar I

Figure3

o Click the down arrow N to reved thelist of motions. Click on the appropriate
moation for our example we are usng sanctions

HINT: you may a0 typethefirdt letter of ardief (inthiscase*S), toimmediately
moveto the list of reliefs that begin with a particular |etter

NOTE: If you are unable to locate the relief type for you motion use the “ Generic
Moation”, Generic Application and/or Miscdlaneous Relief.

o Click [Next] to continue.
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STEP5 The Select the Party screen displays. (See Figure 4)

Flle a Mollon:
O2-10e 02 Dol Dz

Solel thiy Padae:

v Weml ool =] A4 Create Mew Fary
Uuz.a wrld Jwbloc]

| ald, meott L' | 1usze 1l

Fore broton ©azit Co, [Creditor]

Giigs -y “anczy L. Sps-cen [Tiustas

hregakida t, [ r=ditor]
Muszell, kak [Credita - Zomnitbee | |
Ty imdirsira p rermrd naird narty

Figure4

o Click to highlight the filing party(ies). To select more than one party filer hold

down the [Ctrl] key while clicking party names.
o Click [Next] to continue
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STEP6 The PDF Document Selection screen displays. (See Figure 5)
File a Motion:
[1A-1 004002 Clarla Claata
=rlert the pdY Aomumnent (Far estatntele CIAVTY9 9017 27 fuedb)
Tlename
I Orowse... I
Attachments to Document: = Mo €7 YYo=
Il xt I Zlear I
Figure5
C Click [Browse], then navigeate to the directory where the appropriate PDF fileis
located. Double-click the PDF file to select it and associate it with the docket
entry.

NOTE: If youwishto view the image before asociating it with the docket entry to verify
that you have chosen the correct file, firg right click on the highlighted filename
and select Open to view the image in Adobe Acrobat.

o The Attachments to Document option defaultsto No. If you have attachments
to this document, click the Y es radio button to indicate there are attachments.
(Refer to module: Attachments to Documents for more information)
o Click [Next] to continue.
STEP7 The Docket Text screen displays. (See Figure 6)
Flle a PMotlon:
[NV W T PERIT S PR ARR
Lockat I cuE Modiy as appropriatc.
I—_'I MAmkine Baer Sarnslinn: Hileal Iy (Cardn
CTunxibe . [l secnnnn, Piareaed
Iz Slaan
Figure 6
o A supplementd text box window and the prefix box are available to add more
detail to the docket text.
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C Click the down arrow N to display the prefix optionsif gppropriate
Blank
Agreed
Alias
Amended
Emergency
Ex Parte
Scheduled with urgency
Fifth
Fina
First
Fourth
Interim
Intervenors
Joint
Omnibus
Opposition
Proposed
Seded
Second
Sixth
Supplemental
Supporting
Third Party
A supplementa text box window is provided to add more detail to the docket
entry.
Verify the entry for accurate.
Click [Next] to continue.

o)

o O

STEP8 The Final Approval screendisplays. (See Figure7)
Fila a Motion:

0210000 T2z Kleska

Dzl Tueset: Firnal Toexn
ATatinn Tar Sanrtinns Tilad hy Clada Cacks. (WTacon, Taan)

Aulleslion! ! Sulomiilicgg thay sceeen comenily (biy ansaction. Yoo will have soe Duethiers
uppuerlomly v modily thay xuleoss yiwo il you ol oe.

N w- I Slear
Figure 7

o Verify the Find Docket Text. Read the warning message.(If the Final Docket
Text is correct)
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Click [Next] to continue.

If the find docket text is incorrect. Click the browser [Back] button to find the
error(s) and proceed with the event or abort or restart the transaction, return to
Step 1 and begin again.

o O

STEP9 The Notice of Electronic Filing screen displays.

o The Notice of Electronic Filing is the verification thet the filing has been filed
electronicaly in the court’ s database. It certifies the that document is now an
officid court documen.

To print acopy of this notice click the browser [Print] icon.

To save acopy of this notice, click [File] on the browser menu bar and select
Save FrameAs.

Y ou may aso save the notice through the browser File/Save option.

Click [Next] to continue.

O O «O) O
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MULTI-PART MOTION

This procedure explains how to docket atwo-part motion. The exampleillustrated isa Motion for Relief
from Stay and Adequate Protection. This procedure should be used for al multi-part motions.

NOTE: All Mationswith the exception of a Motion for Rdief from Stay and Adequate Protection, are

required to have a proposed order attached to the Motion/Application . Do-Not attach a Proposed
Order when docketing a Motion for Relief from Stay and Adequate Protection..

STEP1 Click the Bankruptcy hypertext link on the CM/ECF Main Menu.

STEP 2 The Bankruptcy Events menu displays. (See Figure 1)

Banlauptcy Lvents

i B g s
A opeal

Lt Actions
Lirdirar B oTtET amine
Ealz Tl
Lioaonziaaalizzsacs
Heticcs

Diprmiis BE e

e
Dlan

Jwder Lpdaad

Figurel

z

o Click the M otiong/Applications hyperlink.

STEP 3 The Case Number screen displays. (See Figure 2)

Fil= a Mation

Az, Wisher

I:'J—i =L ] WFRATML N FRIL DTS o L FE L TR

I I L. Il

Figure2
Enter the case number, including the hyphen.

o)
o Click [Next] to continue
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STEP4

STEPS

The Motion screen displays. (See Figure 3)

Fila a Motion

L2 TOA0E Clnrl ol

Soancon =
FANES i =

norilicig
Mcdequate = ctect on
Sudirnir izl slive Exuenze=
A mar s

Mlewr Faynas i Asrrcarnges
Eacroarnd

Amancl helatinm |
[FCESS I = leAr I
Figure3
o Click to highlight Adequate Protection. Keeping the [Cirl] key

depressed, scroll and highlight Relief From Stay. There are now
two rdiefsidentified and selected for this maotion.
o Click [Next] to continue.

The Party Information screen displays. (See Figure 4)

EE F Bankruptcy + Adversary + Query + Reports = Utilities
Search for a party

SSN | Tax Id |

LastBusmess name |

Search I EIEarI

Party search results

Mo person lound

Create new party

Figure4

o If the system finds the correct party, highlight the party’ s name in the Party
Sear ch Results window, and dlick Select Name from List to add the party
to the case, and then proceed to Step 7
OR

o If the syssem does not find the party with the search criteria entered, it will
display amessage No person found. (See Figure4)
o Click Create New Party to add the party to the case.
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STEP6 Party Information screen displays (See Figure 5)

Puarty lnlurinaAtion
Dzl nume [Foaol Hoslyose o Hirzl mumis I—
[ e Camaation | it |
S I I P Twews [
Cifice | dddressl |
Address 2 | Addvessd |
o [ Stare [ ome [
Counmy | = Commry [
Thave [ P [
Comad |
prude [ur =] Hoals [Tl o alle e -
Fariy ot |
Subeni | Swria | e |
Figure5
o Enter ONLY the creditor’s Name.
o Leave pro se as no.
o Expand the Role Type sdection pick list by clicking on the down arrow and
sdect Creditor.
o Enter further descriptive text for the creditor in the Party Text fidd, if

appropriate. (A Maryland Corporation, €tc.)

NOTE  Itisnot necessary to add yoursdlf as counse for the party. Y our login will
furnish your attorney information to the system.

6 Click [Submit]
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STEP7 TheParty Filer screen displays. (See Figure 6)

Fila a Moatian:
R TOT0E liar s Ul

melecl Lhie Foacoly;:

ol iCre yte DT e Boagter

Sir=l BAorlygoige S, [Credilur
ciolten, Peredl [ henstee] (1)
Ztosle, Zimrla [Cleblor]

1AIr, famatt 1) L ImiataA] 1)
Zirig=by, Blancy L Spencer [Truslee] (T
A-fdart, [Crariiar]
wlogahdart, [Cirediar]

JEsall, Mark [Craditar Carmaattaa) |

CLY Drdicwiey w b eominaled paslys

Mot I wloar I

Figure 6

o Select party
o Click [Next] to continue

STEP8  ThePDF Document Selection screen displays. (See Figure 7)

File a Motion:
UR- 0 I3 s a e sk

Soicctl b pdC documnnd e cearrgde 2N FE O SD1-31 kD
Filename

IJ.:'\I Al ZLwlh L'LE Lo Lrjasiarngat Koo au Drowse .

Artarhmants tn Thammmweane: & TTa O 5 aa

. It =k I Zlzanr |
Figure7

o Click [Browsg], then navigate to the directory where the
appropriate PDF file is located.
o Click Open on the File Upload didogue box.

NOTE: When you click theyes radio button, the ATTACHMENT screen
displays. Please note that the PDF file of the motion is not an
attachment. An attachment is another supporting document, such as,
tendered orders, supporting affidavits, etc. See Attachment of Documents
for further indructions
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STEP9 TheFiling Fee screen displays (if filing fee is necessary) (See Figure 8)

File a Motion:
(280057 By Jornie

I payige by credil cocd select NEXT Lo cumbinoe [liny, credit cacd venled ol cooclosium ol docket cotcy,
T Dliny Cew 1 psocry b omler 23 USC e, J930) trpe EXELTET in Receipt Gl aod selecl TEXT e conbinue Dliop,

Hrrnipt 3 Fro: f15

Figure8

O Refer to internet credit card program ingtructions.
O Click [Next] to continue

STEP 10 TheModify Docket Text screen displays (See Figure 9)

IFile a Motign:

0 Q003 sl T

kel Taxr: Wndlfr as Apponprlaia,
7| Mutiun fur Aadeguane Protec o | N 7| Bwiiun fur Foliel

fvin Elu_v | _Bue |.'J'.|.ll Huobier [H Freer Sacwsun $"-“5, Filudd Ll)' First :A.'fuliguu_l.- Clu .
1Marcan, [%nT)

Figure9

NOTE: Moation for Adequate Protection will dways gppear first smple because dl
events are listed in aphabetica order.

o If appropriate, choose a prefix such as Emergency from the

Prefix Text pick list In either or both of the text boxes, add additiond text for
the motions you are filing according to your court procedures.

Click [Next] to continue.

(@)
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STEP 11 TheFinal Text Editing screen displays. (See Figure 10)

[File a Motion:

CA-TE08 Deda Dlnats

Mookl Toemlz Firal Turw

2 otion for Adequate I'votection, Motion Eor Reblief Rrow Stay, Receipt lunher oo, Fee 2moant 375, [led by IMirst
Morteare Ca, iBason, Ceny)

Artention!! Subrwdtting this screen rowwits tis traws action. Too will hare 1o fother opportunity to reo dify this
subwission il yoo contfune.

Hext | Cles
Figure 10

o Caefully verify the finad docket text. Thisis your last chance to
change this entry before addition to the case.

o If the find docket text isincorrect: Click the browser [Back] button to find the
screen to be modified. To abort or restart the transaction, click the Bankruptcy
hyperlink on the M enu Bar.

o If the final docket text is correct:

o Click [Next] to continue

STEP 12 The Notice of Electronic Filing screen displays.

O o O

(@)

To print acopy of thisreceipt click the browser [Print] icon.

To save acopy of thisreceipt, click [File] on the browser menu

bar and select Save Frame As.

The Notice of Electronic Filing will dso be accessble asan

option from the docket sheet. However, attorneys and public users

will be charged a PACER access.

Notice of Electronic Filing: Hyperlink to docket sheet Date and time stamp
information Case Title Case number hyperlink to docket sheet?
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SUBMISSION AND FORM FOR
PROPOSED ORDERS

Validity and Effect - All orders, decrees, judgments and proceedings of the court will befiled in
accordance with these rules, which will congtitute entry on the docket kept by the Clerk under
Fed.R.Bankr. P. 5003 and 9021. All signed orderswill befiled eectronicaly by the court or court
personnd. Any order filed eectronicaly without the origind signature of a judge has the same force
and effect asif the judge had affixed the judge’ s Signature to a paper copy of the order and it had
been entered on the docket in a conventional manner.

1. Required Submission and Form - A proposed order must accompany al
requests for relief , except motions to dismiss or convert and pleadings initiating
adversary proceedings. Such orders shal be filed as an attachment to the
pleading. Refer to Attachments to Documents.

Title - The proposed order must contain a specific title describing the
nature and effect of the order.

Stipulations and Consent Orders - Consent orders shdl be circulated
and sgned conventiondly. The origind consent order bearing origind
sgnaures of the consenting parties shdl be maintained by the Filing
User until three (3) years after the bankruptcy caseis closed.
Attorneys submitting proposed consent orders must include the
following certification of consent:

“I HEREBY CERTIFY that the terms of the copy of the consent order
submitted to the court are identicd to those set forth in the origina
consent order; and the signatures represented by the /</ on the
copy of the consent order submitted to the Court reference the
sgnatures of consenting parties obtained on the original consent order.”

All proposed orders must conform to the following specifications:

The top margin on the first page must be no less than three (3) inches.
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The names and addresses of al counsdl or other partiesin interest
who should receive copies of the order shall be st forth in the lower
left-hand corner of the fina page of the proposed order.

Thelast linein the proposed order must state “End of Order,” and be
centered in the middle of the line to indicate the end of the order.

Do not include a signature line for the judge. The judge will
eectronicaly sgn the document in the blank space provided by the
top margin on the first page.

Multi-page orders must contain page numbers at the bottom of each
page.

The fonts used with Adobe Acrobat Writer verson 3 or 4 must be
Courier, Helvetica, or Times New Roman (regular, bold, itdic, and
bold itdlic). The fonts used with Adobe Acrobat Writer version 5
must be Arid, Courier, or Times New Roman (regular, bold, itdic,
and bold itdlic). Other fontswill not process correctly through the
court’ s noticing center.
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UPLOADING PROPOSED ORDERS

Ordersthat are submitted other than with the pleading, such as consent orders and orders
embodying aruling, shal be uploaded directly into the court's e-order system. Thismodule
demondtrates the steps for uploading a proposed order. In this module we will upload asingle
order. Seethe section “Orders’ for Required Submission and Form.

STEP1 Click the Bankruptcy hypertext link on the CM/ECF Main Menu Bar.

STEP 2 The Bankruptcy Events menu displays. (See Figure 1)

Dandauptcy Tvonts

PO PN RT Ll T PP YP

A g meml
Tiateh TilingT=

ieoainn S ookivns

Ciomcliboe Pdaintenoace. ..
Lide < lonmas

Judzarlimasre s s s oot
Delce ellurie ey

JE PR P TS B X CTRFSTE AT F)

Lol s sz

:_:'F:-I:TI B asn

T

et TTlaad

Figurel

6 Click the Order Upload hypertext link.

STEP3 Thetypeof Order screen displays. (See Figure 2)
Order Upload for Bankruptcy

Tpload Single
Upload Batch

Figure2

¢  Click onthe Upload Single hyperlink.
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STEP4 The Case Number and Document Number screen displays (See Figure 3)

Upload a Single Qrder

Caze Xumber Soaaples 91EHE AR EAT o L1
Eelated Drociment Sumber Enber the 22 mames -wovbet of the o oted e otbet for whuch 4k e aeder iz being svbmitted.

N;ml Clezr |

Figure3

¢  Enter Case No.

C  Enter Document Number of the document the order relatesto. (The
document No. can be found on the Notice of Electronic Filing for the related
pleading or by querying the case using the Query Report.

C  Click [Next] to continue

STEP5 The Type of Order/Hearing Date and The PDF Document Selection screen
displays. (See Figure 4)
Upload a Single Drder

Cae Dumber C5-2002

Case Fawe: Socdbarcl

H HIHh‘I.I nlll'llrll"ﬂl -q-lllﬂlll": -!

Helated Ducucnenl Des coplivm: Moo o0 i

{Irder Tipa -
Huvurioe Ll Sz WL Ul A
Tle t Tipdnad | Eruranaii,, |

Sl Eug can wedy wgload Tile vilk o pdl eateovive, W vow ure Sola be S ulial Yesdles eeasivn 2 oed oocoweesn | webers (oopdl pouc wader shooobl be
prepared osing due Comier, 1hehnedea ar Tiwes Mo Tiomau fant (Te gl beld frabic zud bold ftalicl. T yow nee Adabe Sierobat Wigter wersion 5, va
rrdar shruld ha prepared nefmo rha sl Cammier ne Tidas e Anm en fosr (Regnlar, hal d, iralie anA hold iralie). Cthar Finre il nor penrass eaerae
Lhrpuph i coucd's pulicion cenler

artrmringd! Snhmitdng thiz s resem conimire thie tremaretinm. ¥ b scs on fmehar npp iy ra eandile this submizeing i gmneondirme.

Figure4

C  Sdect from the Order Type drop down box the type of order you are
uploading: Emergency, Hearing Held, Hearing Scheduled, or Other.

C  Enter hearing date, if selecting hearing held or hearing scheduled you must
enter ahearing date.

C  Click [Browse], then navigate to the directory where the
appropriate PDF file is located.

C  Click [Next] to continue
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STEP 6 The Order Uploaded Successfully screen displays. (See Figure 5)

lupload a Single Order

1071458 The new pdf file 98 pdf was uploaded successfully on 2/72003 - 3:57 I'NM

Chriler Type: Tita=r

Case Naraher: 03-20044

Case Name: Apnl March

Relaled Docwnenl Nnber: 2

Related Document Description: Motion 1o Eatrow

L1217 again

Figure5

C Click Do it again to upload another order or any hyper-link to exit.
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NOTICE OF
MOTION/APPLICATION

This module will demondrate the steps to file anotice of maotion in the CM/ECF sysem. The
example demondrates the eectronic filing of anctice motion and dlowing for the setting of a a
motion for f hearing and/or an objection due date.

STEP1 Click the Bankruptcy hypertext link on the CM/ECF Main Menu Bar.

STEP 2 The Bankruptcy Events screen displays.

O Click the Notice hypertext link.

STEP 3 The Case Number screen displays.
o Enter the case number in yy-nnnnn formet.
o Veify caseinformation
o Click [Next] to continue

STEP 4 The Events screen displays (See Figure 1)

Fila a Notica

YA AT Ol s 1L

Amended Hotice of klodinn (crt- n-jrecedl n=) =
Mati-r

Mulicw Sppaic liryg Fovoeose Toag o
Mulioe Appae liryg Tru=le=
Mulice ul Seoap waliun

Hotize of ' s~=Es]
Mot e of [=ain:
Mati~A nf windin 1 (=ats nl-j raaill ne?

o Click on Notice of Motion (set Obj Deadline) from drop down menu.
o Click [Next] to continue
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STEP 5 The Select the Party screen displays. (See Figure 2)

File a Notice:
U5 ITHOS Carl s ol

Eelert the Party:

Dol lreale TTewe D,

Costa, Cara Debior]

Fizlr, Sientt T [Troater] (T,
Grigshey, anse 1 Saeac [To-tnn] T
I ke, [Cooe 4 ar]

B g abdiarl 1 ine il ar)

bu_s I Bk [Credior Zorrmlhe 2]

=i hssbuiyg, Fuger Dresl=w| o ) _'|
[Tiindicaies 2 trrminzedpatr
lle st I 1l ar
Figure2
o Verify the name and case number displayed.
o If the case name and number are incorrect, click the browser [Back] button
to re-enter the case number.
o If the system prompts that you have entered an invaid case number, click
the browser [Back] button to try again.
o Click to highlight the filing party(ies) for this document. More than one party
may be sdected by holding down the [Ctrl] key while clicking party names.
o Click [Next] to continue.
STEP 6 The PDF Document Selection screen displays. (See Figure 3)

Flle a Matica:
e 1e o Q0. O

Flelect s paAf wlecovenk S s el TV T L STE ] L)
(NI TR RTT

| v ... |

FANLINTY PEOPTETTTE SN RTi FIFTINTTTTTRNTT B Gl & T e

e | raean |

Figure3

o Click [Browsg], then navigate to the directory where the PDF fileis located
for the amended document. Double-click the PDF filename to select it and
associate it with this docket entry.

o Click [Next] to continue.
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STEP7 Hearing and Objection information screen will gppear. (See Figure 4)

File a Mokt -

[REE NN R e )

Feop tlize i okl Lttt | Heuring Infurmatim

In woder oo srcera 2eorng, debesomed oo slos, v s aoean i an roma o e woeson; wize Dokt the ChamorrzcETudze Der 230 0% - TG

Meares Tore: Lrlzncr I]It.'us Tize LIRS N
| =]

] o

Figure4

NOTE |: Hearing date and time for certain motions may be obtained by cdl the
Clerk Office Main Switchboard or on line at www.mdb.uscourts.gov.

NOTE II: If ahearing is not needed at thistime, enter only the objection date.

o Objection date due
o Insert hearing date, time and location
o Click [Next] to continue
STEP S8 The Service Date screen displays. (See Figure 5)

File a Notice:
02-20043 Car's B TIS

Enter Date of Eu:r'iri:u::l'—zr””':'2

Mext | Clear |

Figure5

o Insert Date of Service.
o Click [Next] to continue
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STEP9 Refer to Existing Events screen will appear. (See Figure 6)

NOTE: Y ou must check the box: Refer to existing event, otherwise your
moation will not be set for a hearing.

File a Notice:
02-20043 Car's B 1TTS

™ Refer to existing event(s)?

Mext | Clear |

Figure 6

o Click on box Refer to exigting event(s)
o Click [Next] to continue

STEP 10 The pending motions screen displays. (See Figure 7)

File a Nobce:

TE U E e b2 er e, ot s

Falial rka anoeay mate mreRnl s et nonr qeenl mqluisas

F :l 120 05T D ki S sl of fren Tty Tommeipt *Tane owr 760 T Aoneet 73, Tilkd <3
L EHR TR I TR TR L)
Flee I Tl
Figure7

o Click to the gppropriate motion.
o Click [Next] to continue
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STEP 11 A Scheduling Objection Date screen displays (See Figure 8)

File a Matice:
LI . T I 13

Dukul Tuzxl: Ml ify au Appnnprizila.
I - | Katice af Mohtion | Monce Bpved on 12502, Tled bar Coan Claws £

Canx [ielutel e om wntds] 2] felitine Toe Balis T Heom Stagye il e Crslivm O, Caee & P e DDgectinns doe by
121202 Huzaming cchiedulml T B2 1422003 w1645 PR wl Conetemmen 300, Caeanloall, (A wnmn, Fursy

Figure8

o Veify thedl of theinformation, if information is correct. If not correct use
the Back button to make the appropriate correction(s).

o Click the box for the appropriate motion. (Do not click the box Create
Schedulerecord for current docket entry).

o Click [Next] to continue

STEP 12 The Modify Docket Text screen displays. (See Figure9)

Flle a Natlca:

ST Cars T TR arditar Tars & Can

|T.-nan':=r

IT‘T-":“"E":I‘
Far: v

e | oo

fFiae || oo

rr.-x'ta'ir:r |'.-'-'>':I-"f.“:-:'4'r' T

I'F‘r-'. b

Mhe “ellegme oo zelecdhds rececds 2l e azsociated b che doset enbies pes 7 es wlwe
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k- b

Selret o the Sx lapsog decles -oe 2 besswwdich baoabess aehed - ovmneds thead ke masar s ot
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Figure9

o Verify Information for accuracy.
o Click [Next] to continue.
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STEP 14 TheFinal Approval screen displays. (See Figure 11)

File a Nolice:
-z BULES

Lockee | ohd: Flnal Ben1

Mutie o Rt in, Motice Sereel un 1353750, il By 4 ar, Cam 2 Cuns ol ecamsanop[A | 8T ot e B lisl®
Frurn Rz [l Ty Comlitor Cun, Corw o March, Dlgactiore: dos by 120733002 Hearmn o coboalolsod Toe 101452002 20,
02:45 TAT ar Cntranme 3 <, Sreenhelt, (WTason, Teny)

Seleadiond! Sualamittiooe Jds s coves copooity by Weansactios, X ow il e e oo Dodbeer wppocionily o oeolily slis
sulimia ginm iT pun conlime.

Figure 11

Verify the Find Docket Text._Read the warning message.

If the Final Docket Text is correct:

Click [Next] to continue and officidly submit the document.

If the Final Docket Text is incorrect:

Click the browser [Back] button to find the error(s) and proceed with the
event.

To abort the event and begin again, return to Step 1.

oOO00 0 O

o)

STEP 15 TheNotice of Electronic Filing screen displays.

o)

The Natice of Electronic Filing is the verification that the filing has been filed
electronicdly in the court’ s database. It certifies the that document is now an
officid court document.

To print acopy of this notice click the browser [Print] icon.

To save acopy of this notice, click [File] on the browser menu bar and
sdlect Save Frame As.

Y ou may aso save the notice through the browser File/Save option.

A supplementd text box window displays. Type the name of the document if
necessary (in thisexample: Motion for Relief From Stay).

Verify the accuracy of the Finad Docket Text.

If the Findl Docket Text is correct:

Click [Next] to continue and officidly submit the document.

If the Final Docket Text isincorrect:

Click the browser [Back] button to find the error(s) and proceed with the
event.

To abort the event and begin again, return to Step 1.

(oo e} O o O o O

(@)

CM/ECF Attorney Manual Page 67



AMENDED MOTION

This module demongtrates the steps to take to amend a motion. Although this example showsthe
amending of aMotion for Relief From Stay, the same steps would be followed to amend any types
of_moations.
NOTE: If you are amending other document such as anotice or report, docket the event as usud
and choose “amended” from the pick list of the prefix box in the Find Docket Text screen.
However, do not use above method to amend a fee-based motion, as re-docketing the fee-based
event will trigger aflag that may inadvertently cause the court to charge afiling fee for the amended
motion where none is actudly due.
To amend debtor schedules, there are separate events in the Miscellaneous category: Amended
Schedules, Amended Voluntary Petition, and Amended Matrix (See Amended Document)
STEP1 Click the Bankruptcy hypertext link on the CM/ECF Man Menu Bar.
STEP 2 The Bankruptcy Events screen displays.

o Click the M otion hypertext link.

STEP 3 The Case Number screen displays. (See Figure 1)

File a Motion

Cersie Hurnbie

|':2 101C2 £5-12343, 1:99.4 k12345 of 199 HE-12%405

P et | Cilccrl

Figurel

o Enter the case number in yy-nnnnn formet.
o Click [Next] to continue.
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STEP4 The Motion screen displays. (See Figure 2)

File a Motion

0210402 Carla Corsta

Allow Deyreat Arearages -
Armend =
Arrand kotion

Armended AEEIicatiDn

Appear pro hac wice
Appoint Zreditars' Committee
Appaoint Trustee hd

Nmttl CZID:IrI

Figure2
o Click the Amended M otion from Drop down menu.
o Click [Next] to continue.

STEP5 The Select the Party screen displays. (See Figure 3)

File a Motion:
L2 CTIZE 12 02 a1 62 gl

Felect the Faty:

Coraste Dmrlm [Cralvee] = A rmate e Pt

Firald, ool LD T raslaa] (1)

Gy sl oo L Spocreer [Truowee] (T2
[t Amit, [Tarmeliten]

rASgAkAAH, A BAT)

Fius=sell hok [Zireditor Zurnmrnillee]
Sehlmmsa=eng, Heasg=r T oaske e
SuntnEt Ennk - [aLd ]

LTy imdliczzoime o dmrmincoed poireiy

=l I Uur

6 Sdect party filer
6  Click[Next]
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STEP 6 The PDF Document Selection screen displays. (See Figure 4)

Flle a Motlan:
C2-1W02 Cars 1 st

SEant e pdl dammners (- wmrapde OV 990t 2 el
Filename

[ Erawsc. .. I

.'\Il.ill:llrl'll!lll.'\-' In I:'III:IITI'II!I'Il: F N-- [ 'Il.‘.!

Figure4

o Click [ Browsg], then navigate to the directory where the PDFfileis
located for the amended document. Double-click the PDF filename to
select it and associate it with this docket entry.

o The Attachmentsto Document option defaultsto No. If you have
attachments to the document, click the Y es radio button to indicate there
are attachments. (Refer to module: Attachments to Documentsfor
ingructions, if necessary).

o Click [Next] to continue.

STEP7 The Document Linking screen displays. (See Figure 5)

|[Fne a moeten:

U o L0 AT T il

Lliy Ly Forn S 3A R S 1L0H I Bedarlinrre. Blwlute Ulay Eiliegs Uo Thoe UCeipimul BAutioe.

L imapleis Uhe Bindl ek Al YWinnliee: ¥With ‘The ™ame [17 Fha P okioos Heioge Soeccammlen |

I Tiefer ta cxdsring sorentisry

M rows TLma
Figure5

o Click ingde the box to place a checkmark and indicate that thisfiling does
refer to an existing document. Thiswill dlow you to choose the document
being amended. By referring to that document, alinkage will be created in
the system.

o Click [Next] to continue.
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STEP 8 The Related Event screen displays (See Figure 6)

Fila a Motioarn:

LR W T N 3 FT T

L TR Do S erdER A ansers o randind e

ricxt |

icar |

Figure 6

o Select mation.
o Click [Next] to continue

STEP9  TheOriginal Mation screen displays. (See Figure 7)

File a Motion:
02-10402 Catrla Casta

select the appropriate eveni(s) to waich your event relates:

Wo12032002 260 Motian for Eelsffror Stay. Rezeipt Momoer oo, Fee Amem: §75 Fled by

suctust Bark, (Mazor. Peory
Flext | |

Figure7

o Sdect the box at the origind mation.
o Click [Next] to continue.
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STEP 10

NOTE:

¢

STEP 11

The Final Docket Text screen digplays (See Figure 8)

Flle A Mation:
I’ "ada Taema

1Inrdar | Axre Mgy 3 & p Ionprlama.

Aanended Motion | Liled by Sunnust Uanl: frelaced dorumencs1]2640 | 2oedon e
Beliel Frpm iflay Thed by Crelibee Sunluzl Banke . Oslpaswc. Pemrl

Figure8

A supplementa text box window displays. Type the name of the document being
amended if necessary (in this example: Motion for Relief from Say

The Docket Text reflects that this Amendment is related to Document [#], the
origind moation that is now being amended through this entry.

Verify the accuracy of the Fina Docket Text.
Click [Next] to continue.

The Final Approval screen displays. (See Figure 9)

Fils a Moton:
R [P W o s A 1

Deckeot Tewm Flnal Text
Ameand=d Motion Relicf from Stop Filed by Suntrust Bank {related docoment=j[260] Motion for Relief
Frar Stay flled by Creditor Suntiust Bank), [Mason, Permy)

Sgwniiivosl | S ulumn it 1 eersesn commmats s temeeacinm o el B s oo Fontles sppoosimiiy w onality ahis soolsriazomn

1E ] LT

Figure9

G

C Veify the Find Docket Text. Read the warning message.

C If the Final Docket Text is correct:

C Click [Next] to continue and officidly submit the document.

C If the Final Docket Text isincorrect:

C Click the browser [Back] button to find the error(s) and proceed with the
event.

C To abort the event and begin again, return to Step 1.



STEP 12

The Notice of Electronic Filing screen displays.

¢

The Notice of Electronic Filing is the verification that the filing has been filed
electronicaly in the court’ s database. It certifies the that document is now an
officid court document.

To print acopy of this notice click the browser [Print] icon.

To save acopy of thisnotice, click [File] on the browser menu bar and
select Save Frame As.

Y ou may aso save the notice through the browser File/Save option.



AMENDED DOCUMENT

This module demongtrates the steps to take to amend certain types of documents, such as
amending debtor’ s schedules or amending the debtor’ s matrix. Amended Schedules (no fee) should
be used for al amended schedules not requiring afee. The option Amended Schedules (fee') should
be used when you are amending schedules D, E and/or F adding anew creditor. Amended and
Modified Chapter 11 and 13 Plan and other related documents may be found under the hypertext
link Plan. There are separate events in the Motion/Application category for Amending a Motion. We
will be using Amended Schedules (fee) in this section.

NOTE: If you are amending other documents such as a notice or report, docket the event as usual
and choose “amended” from the pick list of the prefix box in the Final Docket Text screen. However,
do not use this method to amend a fee-based motion, as re-docketing the fee-based event will trigger a
flag that may inadvertently cause the court to charge afiling fee for the amended motion where none
is actualy due.

STEP 1 Click the Bankruptcy hypertext link on the CM/ECF Main Menu Bar.
STEP 2 The Bankruptcy Events screen displays.

z

(o] Click the Miscellaneous hypertext link.

STEP 3 The Case Number screen displays. (See Figure 1)

Miscellaneous

Ca=c Humbar

|E2-'-I'4'I'2 @ 1335, 07 b L2305 or . 89 bl 13345

M I’.‘.I=:.-|r|

Figurel
o Enter the case number in yy-nnnnn format.
o Click [Next] to continue.
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STEP4 The Event Typescreendisplays. (See Figure 2)

Mizcallaneauzs

L LPLE Sl Do u

01 Ak nk anee e Ceedife s ﬂ
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2qerdec T ar stz Foe)

2meriec Zrheddles (Fze)

&merdec Z-hedales (Ho =ez)

2omer Jec Ztalameat of Foaars al Afisics

2merdec Walurzary Metil an |

~rrk Towar I

Figure 2

o Sdlect the event. (In this case Amended Schedules)
o Click [Next] to continue
STEP 5 The Select the Party screen displays (See Figure 3)

Plixcellarneorsx:

e Y VAT, R T I

MNelrl Lhe Prariy:

U b el Troc e o

FCivld S_wit O, [Toa—lwen] (T

Crrnz=bey o CAEE e 1 FipEIHEE [ =IHAE] )
1< weort, | e cite ]
FAripnbdmrer [radiooe’

Lo e ol B Ty P TE EO I Lol I T R Y]

LR |
T hiloawhbiwry, Nurwr [Trowiwws] (T

LT faslicnTes 2 varnndared parne

Ilwm L I Zlmrmr I

Figure3
o Click to highlight the filing party(ies) for this document. More than one party

may be sdected by holding down the [Ctrl] key while clicking party names.
o Click [Next] to continue.
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STEP 6 The PDF Document Selection screen displays. (See Figure 4)

Fila a Moo m:
D100 1 e, 1. vl

Matarr The uAt e crnaEnr K s = ale LT 1AW ST Pl

FialHrinmn

] Drows =...
Allwerluriwoiy Ly Divvoomwl: 0 4o 77 Do
bl o e anr I
Figure4

o Click [Browsg], then navigate to the directory where the PDF fileis located
for the amended document. Double-click the PDF filename to select it and
associate it with this docket entry.

The Attachmentsto Document option defaultsto No. If you have
attachments to the document, click the Y es radio button to indicate there are
attachments. (Refer to module: Attachments to Documentsfor
ingructions, if necessary).

o Click [Next] to continue.

O

STEP7 The Receipt screen displays. (See Figure 5)

Mizcellaneous:-
U= Tt 0 Tl N L

Fur Racaipil &, Frisare O Toe Ol esalin Claeed o OF Toe C3hsre P orssaral..

Limcm ot #+: I 1imm: 4o

Izt I 1= an I

Figure5

o Type CC inthe Recaipt Field. Thisindicates that thefiling fee for the
petition will be paid through the attorney credit card on file with the Court.
o Click [Next] to continue.
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STEP 8 The M odify Docket Text screen digplays (See Figure 6)

Miscellaneous:
L R AT EEN

Docksd Text: W odby s fgpropriaie,
I 'I Auneonded Suhedules. | . Eaed ¥ CBeceipl Fwober O, Eee Sanuund 520 Fied

ha: Caala Coeta . [Rlagon. 'eimr

a] o

Figure6

O

A supplementa text box window displays. Type the name of the document
being amended or (in this example: Amended Schedules (name the
schedules been amended)

Verify the accuracy of the Final Docket Text.

Click [Next] to continue.

o O

STEP9 The Final Approval screen displays. (See Figure 7)

Mizcellaneous:

a1 M0 Tara Closma

Docket Text: Final Text
Amended Srhedules. 0. Foord . e cpipt nwber CC, Tee Sawcut 320 Diled by Carda Costa (Masou, I'eriy]

Adtewtion|! Subuutting this screen counuits tas trawsarbion, You wall have no further oppoctunity fo modily thas
smhmnizsinn it o eandinmr.

M Clzar I
Figure7
o Verify the Find Docket Text. Read the warning message.
o If the Final Docket Text is correct:
o Click [Next] to continue and officidly submit the document.
o If the Final Docket Text isincorrect:
o Click the browser [Back] button to find the error(s) and proceed with the

event.
To abort the event and begin again, return to Step 1.

O
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STEP 10 The Notice of Electronic Filing screen displays.

O

The Notice of Electronic Filing is the verification that the filing has been filed
electronicaly in the court’ s database. It certifies the that document is now an
officid court document.

To print acopy of this notice click the browser [Print] icon.

To save acopy of thisnotice, click [File] on the browser menu bar and
select Save Frame As.

Y ou may aso save the notice through the browser File/Save option.

o O

O
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ATTACHMENTSTO
DOCUMENTS

This module demondtrates the steps to take when an dectronicaly filed document has attachments.
Thiswould occur most frequently when a document (such as amotion, for example) was typed in
word processing and converted to PDF format, but there were additiona exhibitsto be included
with thefiling. In that instance, there would be more than one PDF file; the document itsdlf
converted to PDF format in the word processor, and one or more attachments scanned and saved in
PDF format separate from the main document.

Attachmentsto Documents

STEP1 Sdlection screen displays. (See Figure 1) Scan the attachment(s) and convert to
PDF format. (See module: Converting Scanned Documents to PDF Formeat for
additiond information.) If there are multiple exhibits to attach to a Sngle document,
they may be scanned separately or as one attachment.

= ] o S S SO Sy

Filc a Moticmn:

VI =SSO0 RS Flaskbim Foakhs Tordna: Tl

Seleek ke pdF clacannnnnk (P crtmmep e UM T2 DA 0 =50 el

Filerizam -

m Darwere.. |
Avtkmchrmaonts ta Tiacuammant: & TWTe & 5 as

[ E=3131 I oo I
Figurel
STEP 2 During the docketing process, the PDF Document

o Click [Browsg], then navigate to the directory where the appropriate PDF
fileislocated for the main document. Double-click the PDF fileto select it
and associate it with the docket entry.

NOTE: If you wish to view the image before associating it with the docket
entry to verify that you have chosen the correct file, firg right click on
the highlighted filename and sdect Open to view the image in Adobe
Acrobat.
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pe

o The Attachments to Document radio button defaultsto No. Click to select
Yes.

o Click [Next] to continue.

STEP3 The Attachmentsto Document screen displays (Section 1 & 2.

(SeeFigure2)

Selert oua or more attackunents.
13 Buz e pil iz, 2ok e Maczmzzb o sianpls 2 npe s ol
Filensane
| DFEEE. . |
S ARwnCapeen, seen s donen war ac Lo ener & drezephon
Tpe Diesenplon
Tt e bl ke beee g llieener g arels gobeei LBlepe 1 SR Ther Lhie Folo ol Glersarness 1
[ O YIS | 8 P 1Y

Ao izl |

"u: r:»L =l

F| gure?2

SECTION:1 Click [ Browsg] then navigate to the directory where the atachment PDF fileis
located for the main document. Double-click the PDF attachment file to sdlect it and include
it with the main document for this docket entry.

STEP4 The attachment PDF filename now displaysin Section 2 (See Figure 2)

SECTION: 2 Allows for descriptive information about this attachment.

C Click on the down arrow N to reved thelist of optionsin the Type category.
(SeeFigure 2a)
Type [Fe=eriprinm
| |
1A ppendis € belowr, If you hawve more attachiments, go back
Tl ol 20 Largest Credilurs T
L shubt
Inde:
Aff it e
Frwisinn
bl
Supplernant Trom Lisl I
Slolurme(s)
Prapinsed Crrer

Figure 2a
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o Click to highlight a Type if gppropriate for this attachment, or leave blank.

o Click ingde the Description field to type the name of the attachment(s). As
examples Deed of Trust and Promissory Note or Security Agreement (if
only one attachment isincluded).

o Click [Add to lid] to include the attachment in the docket entry.

STEP5 The Attachment Filename displaysin Section 3. (See Figure 2b)

z

o Add the filename to the list box below. If you have more attachments go back
to step 1. When the lig of filenamesis complete.

T\ Staf, PDF for trainingyOrder. pdf = | Add ta List |

Fermove from List
- |

Mext |

Figure 2b
o Click on the Next button.
o If the attachment filename displayed isincorrect, dlick to highlight the

filename, then dick Remove from List.

o If there are additiond attachments to include, repeat Steps 3 and 4 until dl
attachments are displayed in Section 3).

o When dl attachments are displayed in Section 3).

o Click [Next] to continue.

o Proceed to docket the remainder of the event as usud.
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INTERNET CREDIT CARD PAYMENTS

This module demongtrates payment of filing fees interactively viathe internet credit card program.
Filings fees may be paid within your filing sesson via a credit card or debit card bearing aVISA or
MagerCard logo. This program will automatically engage when it recognizes that afiling feeis due.

STEP1 While you are within your filing sesson, after the PDF Document Selection screen
displays, the receipt screen will display (See Figure 1).
Figurel

File a Motion:

A2 2R R e

|1 praapinige Do cosn il ma e ] bt MBS T L cundinm e (ilimg, ereolil eael ceriliool sl coaehosdon afalocksel dmiry.

[f Blinz MNee i cxenprouder 23 T°5 0 Sor. 1730 tape EXTELRATT in Poceipr ficld and sclert MMEXT o ronbwnc fibng.

[ RPN Fee: %1%

o | e
o If you are paying thefiling feein full, you do not need to enter any information

at this screen. Thefiling fee will automaticaly display in the Feefidd. Click
[Next] to continue.

If you are exempt from the filing fee under 28 USC Sec. 1930, enter
EXEMPT in the Receipt fidd.

If you are opening anew case and you have indicated the debtor will be
paying the filing fee in ingtalments, enter INSTALL in the Receipt fidd and
enter the amount 0.0 in the Feefidd. The Feefield will dlow modification of
thefiling fee ONLY if you have indicated ingdlments during the case opening
process.

When either EXEMPT or INSTALL are entered in the Receipt fidd, the
credit card program will not engage. Click [Next] to continue. Proceed to
Step 3.

o)

o)

o)

STEP 2 After thefind docket text displays, if you left the Receipt field blank, the credit card
program will engage with a new pop-up window on your screen.
o A Summary of Current Charges appears, displaying the Date Incurred,
Description and Amount of each filing fee
o To complete the credit card transaction, click [Pay Now].

CM/ECF Attorney Manual Page 82



STEP3

STEP4

Y ou may dlick [Continue Filing] if you are filing more transactions and would
like to process payment for dl the items at once when you are donefiling.
After dicking [Pay Now] you are prompted to enter your credit card
information, including the card type, card number and expiration date.

Click [Submit Payment]. Theinformation is encrypted and submitted by the
U.S. Treasury. A receipt number is returned, displayed and automaticaly
docketed.

Payment of Ingalments

¢

If you indicated the debtor is paying the petition filing fee in ingalments, and
you entered INSTALL in the Receipt fied, the firgt installment payment must be
paid in person at the gppropriate Clerk’s Office within 24 hours of eectronic
filing, or on the next business day if 24 hoursfals on a holiday or weekend day.

The ingtalment payment may be paid with cash, money order or by attorney
check, but may not be paid with an attorney’s or debtor’ s credit card.

If you clicked [Continue Filing] and then logged out of the sesson without processing
your credit card payment, you must log back in and process payment.

C Click the Utilities hypertext link and click Internet Payments Due. (See Figure

2)
Talities
Your Account Miscellaneous

Internet Pavnent History WVernfy a Diocurment
Interniet Pavmnents Diue Legal Becearch ...
Mlantain ¥ eur ECOF Acct hlaings...
WViews YWeur Transaction Log

Figure2

C Enter your credit card information, including the card type, card number and

expiration date and click [Submit Payment]. The information is encrypted and
submitted by the U.S. Treasury. A receipt number is returned, displayed and
automatically docketed.



OBJECTIONSTO MOTION

This section explains how to docket an objection (or aresponse) to amotion or
application. The example used is an objection to aMoation for a Relief from Stay

STEP1 Click the Bankruptcy hyperlink on the CM/ECF Main Menu.
STEP 2 The Bankruptcy Events screen displays.

o Click the Answer/Response hyperlink. (See Figure 1)
Bankruptcy Events

AnswenFesponze.
Appeal

Clamm Achons
Creditor Mantenance. ..
File Claims
Motionz/Applications
Hotices

Cpen a BE Case
Other

Plan

Order Upload. .

Figurel
STEP 3 The Event Sdlection screen displays. (See Figure 2)

Answer/Hesponse

Eeference an Exstine motion/application

Other Answers
Figure2
o Click the gppropriate event (our example we will sdlect reference an Existing

motion/goplication)
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STEP 4 The Case Number screen displays (See Figure 3)

File an answer to a motion

LCase Mumbcor

I o WL e e ) o B S P

M “lea-

Figure3
o Enter the correct case number, including the hyphen.
o Click [Next] to continue

STEP5 The Document Type Selection screen displays. (See Figure 4)

gile an answer to a motion

(1A= 100300 2 larla Cesta

i ectlah

hluxll Clear |

Figure4

o Click on the down arrow in the Document Type drop down list.

o Click [Next] to continue
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STEP 6 The Select Party screen displays. (See Figure 5)

File an answer ko a molian:

Lo 0% el

Solace che 'arty:

Cylie Huyil a1 T =] AT et Ve Fa—

Fuel:, Sva L. Tuzez2| T

G cebey By L Spwnca [Ticsles” (1

D B M

Kagadad eadlcy

Foszz | a0 oaller aeabas)

Mehroshe g heges| roslee ) =
(Tlimda-wbza irnminnied pany

Figure5

o Select the party filer and proceed to Step 10, if the party can not be found.
o Click the Add/Create New Party hyperlink

STEP7 The Party screen displays. (See Figure 5a)

Hvearch Moo pariy

A Tax Id
'u'l 'Ff.'TI'ﬂ:'ii“ PSS amir
ok | [N |

Figure 5a

o Enter name of party filer.
o Click [Search] to continue.
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STEP 8 The Search Party screen displays. (See Figure 5b)
Saarrh frr a pamye
sav [ T=m|[
LashFosiwess name l—
Ll Tletr

S = Ll

Figure5b

o Sdect the party from the ligt if amatch isfound.
o Click [Next] to continue to Step 10, if no match isfound
o Click [Create new party]

STEP9 The Party Information screen displays. (See Figure 5¢)
Farty Inluciuive
Lusbmoy  [To oz, Zws. Fasbwwns [
Middenams [ Geoprutun | Il |
wEn [ Lmepura lwelty [
Ol | Aliess L [0 kwic s Ll
Mddress 1 | Sddress 3|
Uity [Fresrnee drate [ g [ree-
Conmts | e —
Thews [ Tax [
Fowail |
Bl [re - Fols [lilwieclec | ory wpply! B
Pty benat |
. | rwd | e
Figure 5c

o Complete al appropriate name fields. The entire business name
should be entered in the Last Name field. Do not add address
information. Since this party is represented by an attorney, do not change the
pro se default value of No.

o Click to expand the Party Role list arrow and highlight the gppropriate party
type from the drop down list
o Click [Submit].
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STEP 10 The Select Party screen displays. (See Figure 5d)

Flle an answer to A motion:
C2- L0402 oz - oate

Select the Farty:

Aid T make Feme Za

oo S | ool o]
oo Canha [
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Foact Zlaar

Figure 5d

o Sdect the party filer.
o Click [Next] to continue.

STEP 11 The Attorney Party Association screen appears. (See Figure 6)

File an answer to a motion:
02-10402 Carla Costa

The following attorney/party assoctations do not exst for this case.
Please checl: which associations should ke created for this case:

I~ %e Can Inc., (ptyintp) represented by Mason, Perry (aty)
Mext | Clear |

Figure 6

O  Sinceyour party is new, this screen will establish you as counsel for them on
this case
Check the box

o O

Click [Next] to continue.
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STEP 12 The PDF Document Selection screen displays.(See Figure 7)

File amn answer to a rmotion:

[ e o I e e Wy e M) e

ielect thhe pdt cloctaaa=nt Ching =acouaagnle: W] SR ewr S0l 21 edlE]).

Hilbrmarme

|'|':‘l..n.|| I S e O o N R e N R R ey Tt kx| Hrnwrsr. .. I

rwttacluncnts to Drocwincent: <~ o 0 Fes

raa | e |
Figure7
O  Click [Browse], then navigate to the directory where the PDF file
is located.
O  Double-dick the PDF fileto select.
O  Click [Next] to continue.
STEP 13 The Pending Motions (Linking) screen displays. (See Figure 8)

File an answer o a motion:
NZ2-10<72 Caala Tliasla

Select the apoboable ooz ppboeiocas)
T 12 E2T02 267 Wodon Zor Belief frora Say. Facelpt umzer oo, Fee Amount £72, Fil=d by

S ust Bade, MWasen, Feod
M=z | Zlear
Figure8

O  Sdect the appropriate motion you wish to object to by clicking in the box next
to the date. If there is more than one possibility, click on the document number

hyperlink to view the imaged application or maotion
Click [Next] to continue.

O
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STEP 14 An Information screen displays. (See Figure 9)

Flie an answer to a maton:
Ja-1040E Carla Costa

Complete Lhe Docket Yoindow With The Mame (4 The Document To Ywhich You Are Objectng

hest|  lea |
Figure9

O  Click [Next] to continue

STEP 15 The M odify Docket Text screen displays (See Figure 10)

Flle an answrer to 2 modan:
[ D T TR
Nrirkar Trxer: Wndlfy a8 Appropriana.

| | I ijertiom | liilad hy 1arla nsra fralated dorman el 261] b ardan
Tor Beliet Evom Sray fled by Creditor Ymoest Benk) . (Mapan, Fery)

Figure 10

Ensure the docket text is correct.

o
O  Click [Next] to continue.
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STEP 16 TheFinal Docket Text screen displays. (See Figure 11)

Flle an answar to a motdon:
[LF PR Nty | R N

Rumdhnl Trzl: Cinal Tazi

Cilguetinn Hilal b Cada Coetn sl el doemmisn we)] 2060 ] Wodon or Hslisl' Fron S el e 4 oeliin 8oatmes
U], 1Bduzun, eaenl

Buentinull Roloniwi ng hix aerue o mmnrnilz this Dscartinn, Yoo will bees oo odhse opgoeonice 1 mnlife this
wubmureiun U yuu voutious .

Figure 11
o Use caution on this screen and proof contents of the entry carefully.

NOTE: To abort or restart the transaction at any time, click the
Bankruptcy hyperlink on the main menu bar.

o Click [Next] to continue.
STEP 17 The Notice of Electronic Filing screen displays.
NOTE: Users should scroll down to view entire notice.

Click the browser [Print] button to print a copy of this notice.

o
o Y ou may aso save the notice through the browser File/Save option.
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CERTIFICATE OF SERVICE

Where a paper or pleading must be accompanied by a certificate of service. The certificate of service

may filed as part of origind paper or as a separate pleading and it must specificaly identify the

document being served.

This section explains how to docket the certificate of service when it isfiled as a separate document.

The certificate of service will set forth the names of the parties served and the method of service

including the partieswho will be served dectronicaly (may be obtained by click on Utilities. Under
the category Miscellaneous clicking on mailing and then Mailing Info a case, enter the case
number and click next. The case mailing information will appear).

We will use aMation and a Notice of Motion for this example.

STEP1

STEP 2

Click the Bankruptcy hyperlink on the CM/ECF Main Menu.

The Bankruptcy Events screen displays.

o Click on the Miscellaneous hyperlink (See Figure 1)

Banlauptcy Events

AnswerEesponse..
Appeal

Batch Zilings

Zlam Actons

—reditor IMartenanze. .
File Clairns
Tudee/Trstes Assicniment
Ivlizcelaneous
Motionsf Applicetions
Noaces

“p=n a BE Case

Flan

2rder Upload. .
—aselUpLoad

Figurel

CM/ECF Attorney Manual

Page 92



STEP3 The Case Number screen displays (See Figure 2)

Miscellaneous

Case Numhber

I':'3 —-3000s 00-12345, 1:99-hk- 12345 or 1-99-hk-12345
Mext | Clear
Figure 2

o Enter the correct case number, including the hyphen.
o Click [Next] to continue

STEP4  TheDocument Type Selection screen digplays. (See Figure 3)

Mizcellaneous

03-300058 F evin Sullivan and Sullivan Bulders

Amandad Uraditor Matny (Feaa)
Amended Schedules (Foo)

Amended Schedules (Mo Nee)
Amended Statement of Financial Affairs
Armended Woluntary Petition

Bricf

Certificate Me: BDRM Conference

LI

Crrliicdale ol Service

Meact I Clzar

Figure3

o Click on the down arrow in the Document Type drop down list. or
Type the letter c and select Certificate of Service
o Click [Next] to continue
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STEP5

STEP 6

The Select Party screen displays. (See Figure 4)

IMIscallanescus:
BTN Hewin Tilivann ans Sinllivan Enilcers

Halect the Falrty:

e Sunnihees [Ueluorng Cedibocl = | Seddd i sace Mewr Paty
Tmis R [Traclite ]
Sahea sdenil Tomisten] (T
e sl L ] usler]
lanma Mraact e [Croacdita
Hous bl ld Fir snco, 1200 wr]
aorvva £ Fz | et oning Sracrotr]
SAm=es dalie TS Toerter] =]

U inalicales = deemimael paridy

R EEA] I 1Z:ho=r

Figure4

o Sdect the party from the list. (Select your Client)
o Click [Next] to continue.

The PDF Document Selection screen displays.(See Figure 5)

Miscellanecus:
L33 IS b esi 0 Sullivan ard Sullisvan Guilders

Sirlers the pdt dorume ot Cror mrample OV 29055012241 podt)
Filcnoane

|S A0S canM2est pdf Browse... I

Abtachinents to Docmaent: & 1o & Yes

Mot | Zlzar

Figure5

(o}

Click [Browssg], then navigate to the directory where the PDF file
is located.

Double-click the PDF file to sdlect.

Click [Next] to continue.

o O
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STEP7  The category for Related Events screen displays. (See Figure 6)

|Misce|lanecrus:
03-20005 Kevin Sullivan and Sullivan Euillders

™ Refer to existing event(s)?

He:ﬂl Clear |

Figure 6

o Click on box Refer to existing event(s)
o Click [Next] to continue

STEP8  The Sdect the category screen displays. (See Figure 7)

AR ST L BAT e LT T P T

| wpe

EN R R LT Ty B
(AN AY ALRER] |
Clonrris
rrips
ourl
TIRIL
rriizin:
rronalinnr

i =1

I~ =t I laar I

Figure?7

o Sdlect the category(ies) to which your certificate of service relates.
(Two or more items may be sdected by holding down the control key and hi-
lighting the items

(@}

Click [Next] to continue

CM/ECF Attorney Manual Page 95



STEP 9 TheAppropriate Event(s) screendisplays. (See Figure 8)

v DS1T/2003 2583 Appacaior Zor Compensation for Paory Mason, Deboor's Attorner, Penod:
L2002 20 30102003, Faz 2500 00, Espences: $150.00. Slec oy Peny
Alazon. (Attachrents: o (2 Froposad Order) [hlazon, Ferry)

v 031172003 193 Xotizz of Mohon Meotice Served on 370705, Filed by Kevin Sallvan, Megar
Sullwan (ralated coowrent(s)] - 54| Appheaton tor Companzaber Hed by Debtor
vt Sullvan, Dizstor IWegan Sallvan, Interested Zarw Iegan Sulliwar),
Cheection: due by 3377003, (ILason, Ferry)

M Clear

Figure8

o Select the box(es) that are appropriate
o Click [Next] to continue.

STEP 10 TheModify Docket Text screen displays. (See Figure 9)

Miscellaneous:
J2-20008 [~ S0l ven and Bt A ng Suaplizz

D cked Taxt: Nadify as Apprapriata.

I-] Cetificate of Service I Filed by Eovm Sallivan , Megan Snllvau fvelaced
docnweut || 198] Application for Compeusation filed by Debtor Eevin Snlhvau, Debtor ble gan Snlkvan, Intevested
Party Mo oz mlbean, [199] Wofce of JMocon, fed by Debtor Kevm dalean, Debtor Megan Solbivan Inrepestad
Pty Me gaw Bnlbvan). Dlasou, Teny)

Figure9

o Verify Information for accuracy.
o Click [Next] to continue.
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STEP 11 TheFinal Approval screen displays. (See Figure 10)

Miscellaneous:
OZ-A0008 Fewir =1 wr o Soibding Sl

[Dwckel Text; Final Texl

Certificate of Sarvice Filed by Kavin Sullivan, Megan Sullivan (ralated document{s)[138] Application far
Compansation filed by Debtor Kavin 3ullivan, Debtar Megan Sullivan, Intsrested Farty Megan Sullivan,
[a3] Matiee af Matlan, flled by Debter Kevin Sulllvan, Debtor Megan Sulllvan. Interestad Party Megan
Eullivan). iMaszon, Perry)

Arreruton!! Submarting fdas soeecen comwaes dos mangaemow, Yom will Lavee no ey oppornoary o raodlify this
subauission d on ¢ ooune

LI Tl

Figure 10

Verify the Find Docket Text._Read the warning message.

If the Final Docket Text is correct:

Click [Next] to continue and officidly submit the document.

If the Final Docket Text isincorrect:

Click the browser [Back] button to find the error(s) and proceed with the event.
To abort the event and begin again, return to Step 1.

00000 O

STEP 12 The Notice of Electronic Filing screen displays.

o)

The Notice of Electronic Filing is the verification thet the filing has been filed
eectronicaly in the court’s database. It certifies the that document is now an
officid court document.

To print a copy of this notice click the browser [Print] icon.

To save acopy of thisnotice, click [File] on the browser menu bar and salect
Save FrameAs.

Y ou may aso save the notice through the browser File/Save option.

A supplementa text box window displays. Type the name of the document if
necessary.

Verify the accuracy of the Finad Docket Text.

If the Final Docket Text is correct:

Click [Next] to continue and officidly submit the document.

If the Final Docket Text isincorrect:

Click the browser [Back] button to find the error(s) and proceed with the event.
To abort the event and begin again, return to Step 1.

o OO0 OO

o0 O O
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OBJECTION TO CLAIM

This module explains how to docket an objection to aclam..

NOTE: acopy of the proof of claim must be attached to your objection

STEP 1 Click the Bankruptcy hyperlink on the CM/ECF Main Menu.

STEP2 The Bankruptcy Events screen displays.

O Click the Claims Actions hyperlink. (See Figure 1)

Rankrupley Fyvenis

MnsweriFesponse.
A ppreal

“laitn Aotioens
Croditer TWaintcnance. ..
File i mrnis
IMlotiens/Mpplications
otices

Cipen a BE Clage
ther

Plam

Cirder Tolead. ..

Figurel

STEP3 The Case Number screen displays (See Figure 2)

File a Claim action

Cansin: Mumbne

|'-'3-"1 JLE L B LN PO e R B P e T

[R5 I e al I

Figure2

o Enter the correct case number, including the hyphen.
o Click [Next] to continue
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STEP4 The Document Type Selection screen diplays. (See Figure 3)

File a Claim action

Qa-2004 0 1hicinas Zawyrer aud el ecca Gawyer

Aczzigrrr el ul Clairn -I
Mlulice o Acesigrrner ol Cldirnz

bpeclioer Lo Trarrsher ol =
Irari=ler ol Clarn

wWilbid raeeml ol Cl=nrr

(=
1N I Vil I
Figure3
o Click on the down arrow in the Document Type drop down list
o Click [Next] to continue
STEP5 The Select Party screen displays. (See Figure 4)
Flla a Clalm actlon:
00 s Sraveerm - i lieluenina Itawemre-
Select the Party:
Hama Lapat, Ihe., [oradfor] =] Sudalnlresls ldewe Faily
Saweyrr, Relerrs Miehicre)
Liaeyar, [homas |[Lebtor]
=
~let I e lrar I
Figure4
o Sdect the party from the list if amatch isfound.
o Click [Next] to continue to Step 10, if no match isfound
o Click [ Add/Create new party]
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STEP6  TheParty Screendisplays. (See Figure 4a).

Svawch N a Lirly
55N | TaxId |

TastTInsiirss namr
ok [

Figure da

o Enter name of party filer.
o Click [Search] to continue.

STEP7 The Sear ch Party screendisplays. (See Figure 4b)

Seawel Far a party
& TexId |

TasuFusimms nime
Sesme | Coea |

1'arty srarch Tramltx

T'\I-I'l TSR FITI111I{

Fomars et |

Figure 4b
STEP 8 Party Information screen displays. (See Figure 4c)
Ty Indoameadion
I wsl mame |42 Tk Uoovua. Lias. Hir sL rizrm mo |
Anddle nawe [ Generaficn | Tilde [
s [ et nem Taenx [
DiGce | Suddress L
Addrase? | Addrase % |
e [ S [ wip [
Conndyr | =] Comby [
Mo [ Was [
L wmai |
Foadin [w -] Ml [T i (aor B
T'arty rext |
et | et |t |
Figure4c
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O

Complete al gppropriate name fields. The entire busness name

should be entered in the Last Name field. Do not add address

information. Since this party is represented by an attorney, do not change the

pro se default vaue of No.

O  Click to expand the Party Role list arrow and highlight the gppropriate party
type from the drop down list

O  Click [Submit].

STEP 9 The Select Party screen displays. (See Figure 5)

Flla a Clalm actiomn:

e 20T " Lluvcunaas Soavserer suu] ealiecca Siowsmrer

Heleet the Ty

W T haek YWY e Crmarn, e ) [ CXendaliar
I'lormne Diopat, lne., [Caooditor]
IO e LT I
Paawey e, L anan Laeintar

Sl e ate ] ey B ot

==l
IR CERN I Clgar I
Figure5
O  Sdect the new created party
O  Click [Next] to continue.
STEP 10 The Attorney Party Association screen appears. (See Figure 6)

Sila a Claim action:
UE-200 s Lhornae Fawever aond Bobooos Tawyos

It Tl m e aftc s ooy T yisonivtons e sak mauat foos tls rone
Paezasn cacos webdchy me=ecialiooes sbould beocooelod Loz bax cese.

™ e Thind: e Thox, T, for.2o07 sepe wsented? Sy Sluson, Feroy ':':‘-"-.'-":"i

M Claar

Figure 6

O

If your party is new, this screen will establish you as counsd for them on this
case

Check the box

Click [Next] to continue.

o O
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STEP 11 The PDF Document Selection screen displays.(See Figure 7)

Flle a Clalm actlon:

C2 007 Theraar iaeonwwer gud Blebevrg i3ppuoer

sHeloct the pdt doocmncet (ber Smancele: V1PN owU 1-2 1. w48
Filvnunu

IT:'-. R11l “T=asr% FIT forr trasnlag Diodec BHruws. I

Adtachomerd s o Docurmend: & T O 3o

I it I Clrer I

Figure7

O

Click [Browsg], then navigate to the directory where the PDF file
is located.

O  Double-click the PDF file to select.
O  Click [Next] to continue.
STEP 12 Ingtruction for Enhancement screen displays. (See Figure 8)

File a Claim action:
N220047 The iz Saewer ard Sobozze Sasr

Chizcdon dus dar 2 2adar

I owplate The Leclet Winsdow Wath The Cracitor Nawe Al Awennt Anal Clamn Mumnber Te ihich Yon Ave Ubjectug

Figure8

O  Enter Objection Due date.
O  Click [Next] to continue
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STEP 13 The Modify Docket Text screen displays (See Figure 9)

Fila a Claim action:
G 0 O [ e T~ S R~ o b I -1

Dokt Tesr: Modfy s &pprapriare.
Mt Lo Cin [ 285713 - the arrour Filid by Rebieeea Sawyer | Thomas Sowvee - Oljeetions due Ly 372072005

Welasom, Py}

H;HI IZJe:rI

Figure9

O  Ensurethe docket text is correct.
O  Click [Next] to continue.

STEP 14 The Final Docket Text screen displays. (See Figure 10)
File a Claim achion:

A2 MW Tonmzs Sacier amdRakeres Saveer

Dacket Taui: Tnal Text
Chjactlzm bz Clalm of Saars, o oa smeet of $100.00 Fllsd by Rabacea Sadngar, Thorsz Sauysr.

Cbjactiams dus by 32002003 (Masen. Pamy)

Arention?? Subratteg thie sereen coraratt? das tameafion Yom will have v terdier opp ocinitr fo tasdil dhis aubraiesion
1E woaL outmne.

Figure 10
o Use caution on this screen and proof contents of the entry carefully.

NOTE To abort or restart the transaction at any time, click the
Bankruptcy hyperlink on the main menu bar.

o Click [Next] to continue.
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STEP 15 The Notice of Electronic Filing screen displays.
NOTE: Users should scroll down to view entire notice.

o Click the browser [Print] button to print a copy of this notice.
o Y ou may aso save the notice through the browser File/Save option.
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BATCH FILING

The Batch Filing hyperlink lists alow for certain events to be docketed in severa cases a the same
time. The following ingructionswill guide you through the ECF system. We are using the example
“Objection to the Confirmation of a Plan filed by the Chapter 13 Trustee “( Attorneys should not use
Batch Filing for the event) in thismodule However, the same steps would be followed for other filings.

STEP1 Click Bankruptcy hyperlink on the CM/ECF Main Menu
STEP 2 The Bankruptcy Events screen displays.

o Click on the Batch Filing hyperlink.

STEP3 The Case Number (s) screen displays. (Figure 1)

Flle a Court document

Case Humber(s)

Ue—zuug s =]
0z-zZ0043
0z-21002

;I QR-12345, 1:99-bk-12345 or 1-93-hk- 12345

Mesxt | Clear |

Figurel

o Enter dl Case Numbers, Verify cases numbers.
o Click [Next] to continue.
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STEP4 The Event Selection screen displays. (See Figure 2)

File ;o TSl e i eE=rnl

K15 il T hesnnaas s Sroannrsrem s el TE el em e e s S oamnser e
FNE =5 = VT "= B IS mmaed Vel =, Vel s oS UV T =
s Sl Tesslwiiom T rmcessmmm

Az =igrirriaril ol Zolirr --l
Fdod ©3bopn:lanars o C20arahirrrs=tlorars ol 1 "laren fhalazbad
rotima Pelarrycsoabmnnacl Claatela)

Calgeetimnn to Cxiartiraati;nn At Fhanrn Chaateiad

1IZirdesr florrryiZoRounnad Claatsiad

ohi=daliriyg $Zirder bAderr i ZioMoarnid Cbh=nc B

&A=t I LllmAar I

Figure2

o Sdlect on the appropriate event (Objection to Confirmation to Plan).
From the drop down box

o Click [Next] to continue.

STEP5 The PDF Document(s) screen displays. (See Figure 3)

File 2 Court document; 02-20047 Thomas Sawver and Rebecca Savwryer 02-20043 Car's R US and Cars, G
0211002 Joshua Browm

U2-2 07 Taorim: St 21 Bebercs Sy |'_‘;'. ill S-afr 20F Zor spaceinghiciz: ORowWe.. |
e-c 05 Cor s 2112 ard Cors, Jars i s [7HaL Staf OF for ceaceiaiiziss Browse., |

3-2 1002 s shua Brover. |'.':'-1l'._S:a.f'-_?[:F for spateiagiicizs  Browse.. |
Yol | Cest

Figure3
o Click on the Browse button one at atime, then navigate to the directory
where the gppropriate PDF files are located and select it with your mouse.
o Click [Next] to continue
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STEP4 The Event Selection screen displays. (See Figure 2)

Frille— s T crearll slisrec-earree==rsil

[y ] AN e T hicorrimim= 2 imgwne ot T =avicd oo cboncn o smg 250 ot e o 1 2”
L ey Sl A L T ey " TR TT RS awaad U ar Ll = e LTV g
A= v e Ter=hbiia-s ey v

Ao saicacit ot o -1

i L SR iianars 1 irilirrr At anars tal 1 "lmars CRisala:Fad
Flastic o Pl o1 3o Roaoarnid Cheale 1

Carlge e timan te Slmmhirma st en st laan et e s

[ R T e T T o P B TR I S

= lhhoduling fardor PMorryisoHoand (atc il

e | ol |

Figure 2

o Sdlect on the appropriate event (Objection to Confirmation to Plan).
From the drop down box

o Click [Next] to continue.

STEP5 The PDF Document(s) screen displays. (See Figure 3)

File 2 Court dacument; 02-20047 Thomas Sawyer and Rebecca Savyer 02-20043 Car's B US and Cars, &
02-21002 Joshua Brown

Mz~ 0047 Tens Saerye sl Bebecca Sauvper [Tl staf F for ceaeiadioiss Browse.,

o O e S T e Eler v B e — :
-2 03 o3 2 T2 ard O, Dirs & Do |.:-11__S:af\_?[:1‘ Zor zrateiagiicizz Hrowse.,

(102 oshua Broer TiAlL Saf AOF for seaseindiloiez  Browse,
ﬂ Cest
Figure3

o Click on the Browse button one at atime, then navigate to the directory
where the gppropriate PDF files are located and sdlect it with your mouse.
o Click [Next] to continue
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OPENING AN ADVERSARY
PROCEEDING

Opening an adversary proceeding involves entering the necessary information regarding the plaintiff and
defendant, dong with basic datidtical data. The lead event (usudly the complaint) is incorporated into

this process and will

not need to be docketed separately. This module demongtrates the steps to take

to open an adversary proceeding in CM/ECF.

STEP1 Click the Adversary hypertext link on the CM/ECF Main Menu Bar.
STEP2 The Adver sary Events screen displays.
o Click the Open an AP Case hypertext link.

STEP3 The Case Data screen displays. (SeeFigure 1)
Open Adver=sary

Case type Iap I

Date filed 12/4/2002
Complaint I’_f -I

eyt | Clrar |

Figure 1

o

o

o

Note that the case number field isinaccessble. A case number will be
received after the transaction has been compl eted.
The current date is displayed in the Date Filed field. This date cannot be

changed.
Click the down arrow i to reved thelist of Complaint options: either y for

yesor n for no. Thisfidd sgnifiesthe lead event for this proceeding. If filing
something other than a complaint, such as a Notice of Remova, changethey
ton.
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STEP4 TheLead Case Number screen displays. (Figure 2)

o Enter the Bankruptcy Case Number (Lead Case Number)
o The association type default to Adversary
Open Adversary

Lead case numlner IDZ—Z 0045

Axsucialivn Lype I.ﬁ.dver:i::rj,' j
Mext | Clea |
Figure 2
o Click [Next] to continue
o Verify Divison and Lead Bankruptcy Case number. If

incorrect, click the browser [Back] button to re-enter the Lead case number
o Click [Next] to continue

STEP5 The Sear ch Party screen displays. (See Figure 3)
COpen Adversary
Search for a partyr

S5 | Tax Ld |

LastDusiness name |

Search | Claurl

Figure3

o Enter name to search for the party to be added to the case. It is
recommended that you add parties to the case in the following order:
Plaintiffs, defendants, then interested parties/other as applicable.

O

Click [Search] to continue.
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STEP6 The Party Search Results screen displays. (See Figure 4)

Hevioreh Toe ey
MHMN | Tax 1l |

Lol Huosirme x5 minrrme |
Sasrcl I ';'IE.all

Tarty separch results

=l

Zelect narnz fram lisl I Treste aew party

Figure4

o If the system finds the correct party, highlight the party’s name in the Party
Sear ch Results window, and click Select Name from List to add the
party to the case, (See Figure 2) and then proceed to Step 6.
OR

o If the system does not find the party with the search criteria entered, it will
display amessage No person found. (See Figure 4a)
o Click Create New Party to add the party to the case.

ECF Bat Eivupler = s Query o Feparls 0 Uliilies

Scmvch fox aperty

88N Tax Id
Lot Snslness mame

=earzh I Seal I
Terty search remilts

[Mn prrsnn faend

Gied.erew Laly

Figureda
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STEP7 The Party Information screen displays.

NOTE: if you have sdected a party from the party list, you will not be able to change
the socia security number/tax id number field; however, you will be able to modify
other fidd information.

o

o000 O

(oo e o)

& O

O

Enter or verify the party name. Remove party information (if any) such as
address and county. The plaintiff is represented by counsdl, and thus no
address information should be entered.

Important: Specify gpplicable [Rol€e] type, Plaintiff, Defendant, etc. You
must be changed to reflect the correct party role for the party currently being
added.

Click [Attor ney].

Enter your last name or bar id number.

Click [Search] to continue.

The Attor ney search results screen displays.

Click to highlight the attorney name.

Click [Select name from list] to continue and add yourself as the attorney
for dl of the parties you are representing.

Click [Add Attorney]

The Party I nformation screen displays again.

Add diasss, if any, by clicking the [Alias] button.

Review information by dicking the [Review] button to verify the information
for the party being added.

REPEAT Steps 5, 6 and 7 until all Plaintiff(s), have been added to
the system.

When dl information is correct, click [Submit] to add the party to the case
and database.

The Party Information screen displays again for the Defendant(s) .

REPEAT Steps 5, 6 and 7 until all Defendant(s) have been added to
the system.

NOTE: When adding adefendant, DO NOT associate an attorney for the defendant. An
attorney for a defendant will be added to the case upon the filing of an answer. If the
defendant is a debtor, be sure to aso remove the debtor address information in the
same manner as was done for the plaintiff.
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o Once dl parties have been added to the system, click [End Party
Selection].

STEP8 The Adversary Statistical Data screen displays. (See Figure 5)

Open Adversary

Party code |3 .S, not a Party j

Nature of suit |4265 (Dischargeability 523) =l

Origin |1 Original Proceeding j

Transfer date I

Rule 23 (class action) In *I

Jury demand INnne 'I
Demand {$000) I

Mext | Clear |

Figure5

o Click the down arrow 1 to reved theligt of Party Codeoptions. If the U.S.
isaplantiff or adefendant in this adversary proceeding, dick to highlight the
correct party codeto so indicate. If the U.S. isnot aplaintiff or defendant in
your case, accept the default US isnot a party to the case.

o)

Click the down arrow i to reved thelist of Nature of Suit options. Click to
highlight the nature of suit that appliesto the indant case. Only one Natur e of
Suit option can be selected, however, there will be a supplementa text box
window inthe Final Docket Text screen in which to type the Natur e of
Suit(s) thet pertain to thisfiling.

NOTE: If thereis more than one Natur e of Suit and one is objection to discharge (727),
choose 424(obj/Revocation Discharge 727) here.
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Click the down arrow 1 to reved thelist of Origin options.
Click to highlight and sdect the appropriate origin for the case being filed.
The Origin field defaults to origina proceeding. Other Vaues are:

o O O

ioriginal procesedino
remmoved fromnm state
rarmand from appal ot
reinstatedsSreacpened
transferrecd
rrultidistrict litig

Enter aTransfer Date if Applicable.

Click the down arrow i to reved the list of Rule 23 (Class Action) options.
The default isn for no. The default should remain n for no

Click the down arrow i to reved the list of Jury Demand options. Those
options are Both, Defendant, None or Plaintiff. The system defaultsto none.
If you are requesting ajury tria in your attached complaint, this should be
requested as a separate document for the courts approva . .The default should
remain none

Demand: If there isadollar demand in the complaint, enter the ($000) amount to
the nearest thousand (i.e. for a demand of 5,000 enter 5, leave off the 000).
NOTE: DO NOT use dollar signs or commas.

o Click [Next] to continue.

O O

(@)

O

STEP9 The PDF Document Selection screen displays. (See Figure 6)

Dpen Adversanry

Shichiacl Kb geedU cdesvaiarriemil e vcamrrpelie W0 W T e S0 1 =72 1 gredh
Filessuzaars =
IG:'\-.G-t:-:.n"\l'-lE'\tc-:—t.|:h-:lf BErovevze I
Avttachimients o [ 2actmmcne: 0 o £ Y es
h]rw-.'rl il I
Figure 6

o Click [Browsse], then navigate to the directory where the gppropriate PDF file
is located. Double-click the PDF file to select it and associate it with the docket
entry.

NOTE: If you wish to view the image before associating it with the docket
entry to verify that you have chosen the correct file, firg right click on the
highlighted filename and select Open to view the image in Adobe Acrobat.
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o The Attachmentsto Document option defaultsto No. If you have
attachments to this document, click the Y es radio button to indicate there are
attachments. (Refer to module: Attachments to Documentsfor more
information).

o Click [Next] to continue.

STEP 10 The Receipt screen displays.

O If paying thefiling fee in full, leave the Receipt Field blank. Thefiling fee will
display in the Fee Field. Click [Next] to pay the filing fee by credit card viathe
internet credit card program.  Refer to internet credit card program ingructions.

O Iffiling fee is exempt under 28 USC Sec. 1930, type EXEMPT in the Receipt
Field and type 0.0 in the Fee Fidd.

O Click [Next] to continue.

NOTE: Chapter 7, Chapter 12 (if allowed by Law) and Chapter 13 Debtors

Adversary Filing Fees are Waived. Adversary Proceeding Filing fees are deferred for
Case Trustees.

O ($000) amount to the nearest thousand (i.e. for ademand of 5,000 enter 5.
NOTE: DO NOT usedallar Sgns or commas.

O Click [Next] to continue.

STEP 11 Open Adversary screendisplays. (See Figure 8)

Open Adversary
Mext | Clear |
Figure8
o Click [Next] to continue
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STEP 12 TheFinal Approval screen displays. (See Figure 9)

Opan Advarsary

Dochpt Text: Final Text

426 (Dis charoeabiliy 513): Coraplaint by Porry Mason, Car's To Go, Herey Ford on hebalf of Car's To Go, Heney
Ford against Car's B T8, Beceipt FFamher ec, Pee Amonnt $150, (hason, Peny

Atrentiou!! Subrwthng s screen conwuats this ransaction. Youwll ane 1o further appoctoniby bo rodify ths
suhnussion f yoo ¢ owtmne.

il [
Figure9

Verify the Find Docket Text. Read the warning message.

If the Final Docket Text is correct:

Click [Next] to continue and officidly submit document.

If the Final Docket Text isincorrect:

Click the browser [Back] button to find the error(s) and proceed with the event.
To abort or restart the transaction, return to Step 1 and begin again.

oOO000 0 O

STEP 13 The Notice of Electronic Filing screen displays.
o The Noatice of Electronic Filing is the verification that the filing has been filed
electronicaly in the court’ s database. It certifies the that document is now an
officia court document.

NOTE: Please make anote of your Adversary Proceeding Number

o To print acopy of this notice click the browser [Print] icon.

o To save acopy of thisnatice, click [File] on the browser menu bar and sdlect
Save Frame As.

o Y ou may aso save the notice through the browser File/Save option.
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QUERY

This module demonstrates the functions of the CM/ECF Query feature. This feature alows accessto case
information, document images, atorney information, deadline and hearing information, pending motions,
and much more,

STEP1 Click on the Query hypertext link on the CM/ECF Main Menu Bar.
STEP 2 The Query Search screen displays. (See Figure 1)
Query

(L::: r:mm“»;: | Cesap e HUEGHETTTT )

| mml Blmri- |3:¢uw3.-\_"_ (Feanpr= Thexal | Fla='1]

Fi-=l ~arre | Feiddle Hana |

== 1 —un IO [

Type I =2

K- l::lIIFl'}‘ | L lasr |
Figurel
o Query searches can be based upon various pieces of information.
the options are:

. Case Number

. Last Name

. First Name

. Middle Name
. SSN

. Tax ID

. Type (Attorney, Bankruptcy Adminigtrator, Party, Professond,
Trustee, U.S. Trustee)

o Enter the information upon which the Query Search should be based.
o Click [Run Query] to continue.
NOTE: To return to the origina blank defaults and begin the search again, click

[Clear].
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STEP3 The Query Results screen displays. (See Figure 2)

b= A I A P W b N L

MTHTemma-r e == s mbtcTvis s Fas - e s o

HCHESTE T ENEET B o BRI SR [ O |
o T T T T o R B LT i e R Y C -t
e bt ot ol bl e T e W T [l T e -l |
HEOIS, LN RN —F NS B LY W A, § Y L Y R
ElmLwes e ix . L sexra L

Figure 2

o If the Query Search found more than one case that matched the search criterig, a
list of matches will be presented. Click on the hypertext link for the match. The
desired case will be presented.

(o}

If the Query Search found only one match, the case will be presented. (See
Figure 3)

02-20047 Thomas Sawyer and Rebecca Sawyer
Case type: bk Chapter: 12 Asset: Tez Vol: v
Date filed: 12/11/2002 Date of last filing: 12/11/2002

Figure3

Cluery

Alias
Leroctated Cases
AMttoraey

Case S Irimary
reditor

Dreadlinerschedue

Diacleet Bepart ..

Flers

HizzowTio-tments

Juddue

Modce of Bankripeey Case Filinz
Pty

Motions Zeport

Eclazed Transactions
atatus

Truszee

Zase Filz _ocation
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(o}

Basic caseinformation islisted at the top of the Query Results screen. This
includes the case name, case number, asset gatus, voluntary or involuntary status,
the case file date, the chapter number, and the date of the last docket entry.
Additiond options are:

. Aliases - showing any aliases listed for the case.

. Associated Cases - showing any associated cases, such as adversary
proceedings or jointly administered cases.

. Attorneys - showing names, addresses and phone numbers of the case

attorneys and the party representation.

. Calendar-Monthly - isahypertext link to the Monthly Calendar Report to
display the Monthly Calendar for the selected case.

. Case Summary - provides basic case summary information including debtor
socid security number, file opening, closing, discharge, dismissal and
conversion dates.

. Creditors - isahypertext link to the Creditor Report permitting the viewing
of the case creditors names and addresses.

. Deadlines/Hearings - is a hypertext link to the Deadlines/Hearings report
providing a quick glance at all hearings and deadlines set for the case.

. Docket Report- is ahypertext link to the docket sheet for the case.

. Filers - shows the names of all parties (filers) in the case. A hypertext link

is available which provides alist of documents filed by each party-filer.
Within the document list:

. Access to a document image is obtained by clicking on the document
number hypertext link.

. Access to aNotice of Electronic Filing is obtained by clicking on the silver
ball next to each document. (Within the Notice of Electronic Filing there is
aso ahypertext link to the document image.)

. History/Documents is a hypertext link to the History/Documents report.
This report can include al events or only events with attached documents.
. Displaying the docket text is optional. The report can be sorted to show
either oldest documents first, or to show the more recent documents first.
. Judge - displays Judge information for the selected case.
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. Motion Report - shows motions (either pending, terminated or both) for
the selected case.

. Notice of Bankruptcy Filing - isan officid eectronic notice of the filing
of the selected case. It may be printed at any time.

. Parties - shows names and addresses all partiesin the selected case as
well as their counsdl.

. Related Transactions - shows docket entries related to this case.
. Access to adocument image is obtained by clicking on the
document number hypertext link.
. Access to aNotice of Electronic Filing is obtained by clicking on the

siver ball next to each document. (Within the Notice of Electronic
Filing there is dso a hypertext link to the document image.)

. Status - shows pending and terminated status information for the case.
. Trustee - shows the name and address of the trustee assigned to the
selected case.
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CLAIMSREGISTER

The Claims Register report can be generated from the Reports hyperlink on the CM/ECF Main Menu

Bar.

STEP1

STEP 2

STEP 3

Click on Reports on the CM/ECF Main Menu.

The Reports screendisplays . (See Figure 1)

Heports

Clazes
CNairnz Begater

Drocleet Eeport

Calendar Farents
Credibor Mlabne Blalr:

Order Motrnty
IDrder ety

Figurel
O Select the Claims Register hyperlink.

The Pacer Login screen displays. (Figure 2)
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Figure 2

O This screen will appear each time you request a report or query
within PACER.

O After you enter your PACER login and password, and a client
code, if desired,
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O Clickon[Login].

STEP 4 The Claims Register information screen displays. (See Figure 3)

Claims Register

Cage mumber |n:- ACAT

Cremlilor Lypn: [ SN F RIS I
C.rrditar wmmnh ex

Aadrrnrnslralieo

L Ll

{reditnr nAme |

Clann muuker I to I

&« Filed
" Entered

Sorvthy (Gl Movhee =
[Fiod Dol =1

I'Z--_H1f:-'!lllli-'! |_"|'Z--_KZ-'!|'-_H'I-'!IIIII-'!

an Reaon I IZilear I

Figure3

O  Clam Register information can be requested by and limited by:
. Case Number, (arequired field)
. Creditor Type,
. Creditor Number,
. Creditor Name,
. Claim Number or Number Range,
. Filed or Entered Date or Date Range.

(@)

Toview dl claims activity for a case, enter only the case number.
After entering or selecting the desired criteria
Click [Run Report]

O

NOTE: Creditor numbers are assigned by the system when the records are added
to the database. They are used internally and aso identify creditors on
BNC certificates of service.
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STEP5 The Claims Sear ch Result screen displays. (See Figure 4)

Search Rezuli=

ey s T Chuirny Thale Fileal Coaliton ¥ Clrelitor “Farne

e T B E 2l =8 =3
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T Fdd ek wie 5w ey s

T WadSte deseopt oo el clens
™ Delese abachnesnbls) inot claas)
™ D slar:

= Clziras regter

HLI i% zar

Figure4

STEP 6 The Claim Register screen displays. (See Figure 5)

District of Maryland
Claims Register

WE-2 T ] heenss Smvyer simd Helieova Sawver

Liebiue I ame: ¥ 5 X BB FHUIRMS
Laxl b Fody D UeAlaad

el e Iony: Jan-a Fopt Symn 1 Rl -5 )

ERdii bz L 1% g 1 X L1 D D P
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dalv
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Jzazeveed I AL
Tvial =1nnnan

Faurinhi:

Fuowa: b,
Clnimx K emjsber Sumirnary
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O

Figure 5 shows the format of each claim included on the Claims
Register. The case number and title provide a hyperlink to the
docket sheet.

The Claim Number is a hyperlink to the PDF file of the claim and
any supporting attachments.

Additiona information about each claim is displayed in the upper
right hand corner of that claim’s section of the report.

O

(e}

. Last Date to File (Govt) Governmental claims bar date set when the
petition was filed for asset cases.

. Filing Status ,Status of claim (expunged, disalowed, withdrawn, etc.)
updated at the time of filing the claim or from the edit claims utility.

. Docket Status, Status of claim updated by docketed events such as
withdrawad of claim, order disdlowing claim, etc.

. Late Yes or No flag signifying when received according to the claims bar
date.

This report reflects the current claim situation in the system. Internet PACER

users have access to each case's Claims

Register.

At the end of the report isa Claims Register Summary, which shows the total

amounts of the claims.

(e}

O

STEP 7 To print the Claims Register report, click on the Print icon on the browser toolbar. You
can also save the Claims Register report to afile by clicking File - Save As at the menu.
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MAINTAIN USER ACCOUNT
For Attorneys and Trustees

All CM/ECF users will be issued an account with a user login and password. The CM/ECF login
provides registered users the ability to submit pleadings electronicaly to the court. Public users (attorneys
and creditors) must dso log into PACER to inquire on cases or look at reports. Existing PACER logins
and passwords will be accepted. Non-court users can access their own account information through the
Maintain Y our ECF Account menu. Using this option, participants can update their name, mailing and E-

mail addresses, phone and fax numbers, and password. Users can therefore control the accuracy of their
own information in atimely manner.

This module explains how attor neys and trustees can update:

User name, address and other party data
E-mail information.

Electronic noticing preferences.

User passwords.

6o OO

STEP 1 Click the Utilities on the CM/ECF Main Menu bar. (See Figure 1)

TTliLinss

Yo Accaunt
Mairzan ¥ear SCT Acc oant
WAk o Trom nhen "

Edir Liara
Lt Zlanr:

Ddiscellar eous
Loggd fxzcarch .

Madire: .

w3 Lamsent

Thuchi- e Jeg o Rreenils

Figurel

P

o Select Maintain Your ECF Accounts.
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STEP 2 Y our user account screen will appear displaying your current account
information. (See Figure 2)

A aintan T em: A rnamr
T wal mArnH [Ou= o Firsk marnm 1 czn
mngdle vane | senwramoan |
Tildn | Taprm Al
tahee |
Salillrmxs 1|
Addhrae |
Saldewar 2|
e | sraee [ o [T
iy I— LTI | =l
Tlunne | Tar |
aey | Lus 1 |
oo Ld Euw alulus i BT TRV
7 [P iraaEne Cinne

Initials DOB AQ code Person end date

=mal nforraticn... | blara azes iformation. .

SLhnt | Clear|

Figure2

o Update your persona information on this screen. When it is correct, click

[Submit] to save the changes. If the [Submit] button is not used, the

record will not be modified.

The [Email information...] and [More user information] buttons provide further
screens to modify your user profile. The following pages will explain these features
in more detail.

(e}

STEP 3 The E-Mail I nformation screen presents options for control of your electronic notification
on each court’s CM/ECF system. (See Figure 3.)
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Figure3
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STEP 4 Y ou can request e-mail copies of notification on all cases to which you are a party or only
on specific cases. Y ou can receive e-mail activity throughout the day or a daily summary of
al noticing activity. “All activity” includes notification of claims as well as other entriesto a
case. Each eemail will include the case number and name of the docket entry in the subject
line of the mail message.

Each section on the E-Mail Information screen is explained below:

o Primary e-mail address. This address must be formatted to Internet
protocol or an error will be generated. It may be prudent to establish a
separate e-mail account for CM/ECF activity from your routine e-mail
correspondence.

(e}

9

NOTE:

Send the notices specified below...

Tomy primary e-mail address
To activate CM/ECF notification you must first check the box
a your e-mail address.

To these additional addresses

Y ou may have notices sent to other e-mail addresses besides
your primary e-mail address. (Paralegals or chambers staff may
want to share this notification activity.) When entering multiple
e-mail addresses, separate each address with a semi-colon.

Send noticesin casesin which | am involved

Checking this box will automatically inform the user when any filing has
been submitted in a case where this person is a participant. Chapter 7
panel trustees and offices of the U.S. Trustee may find this
advantageous for new filings as well as routine case activity.

Send notices to these additional cases

Y ou do not have to be a participant in a case to receive notification of
activity. Trustees and attorneys can elect to be notified of activity in
cases in which they have an interest but are not parties to the case.
Court and chambers staff can monitor cases through this process aso.
It is possible to select both options.

Thislist is maintained by each user. Asyou areinvolved in
more cases or as cases close, you must update this screen.

Send a notice for each filing

Checking this box means you will receive e-mail notices when activity
occurs throughout the day to the account(s) specified above. The title of
the e-mail will describe the type of filing and the case number.
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9 Send a Daily Summary Report
A comprehensive list of one day’s activity can be sent once a day.
Notifications for claims will aso be included in this mail list. (See
Figure 4) A Summary report includes the case numbers and titles of
cases in which activity occurred for that day. The text of the summary
e-mail notification will display the docket event and the document
number (including the hyperlink).

NOTE: Y ou cannot elect to receive both separate notices and the
summary report.
Perry Mason 12/20/2002 8511 Summary of
ECF Activity
02-10402 Carla Costa Moation for Sanctions 242
02-20043 Ca’sRUS Motion for Relief from Stay
02-20047 Thomas and Rebecca Sawyer Voluntary Petition 1

Figure4

Format notices
Enter the e-mail delivery method. This selection will be determined by your e-mail

type.

(@}

9 html format for Netscape or 1SP e-mail server.
The html format will include hyperlinks to the document or claim.

9 Text format for cc:Mail, GroupWise, other e-mail service
Text format will feature the URL of the PDF document which can be
copied and pasted into the location bar of your browser. Figure 4a
shows an example of atext formatted notice.

Notice of Electronic Filing

The following transaction was received from Perry Mason on 12/20/2002 at 3 :51
PM EST

Case Name: Thomas Sawyer

Case Number: 02-20043 https://ecf-train.mdb.uscourts.gov/cgi-bin/ DktRpt.pl ? 252
Document Number: 2

Figure4a
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o When you have entered your e-mail preferences, click on
[Return to Account screen] to save the data.

o The screen in Figure is used to confirm the information which has been
submitted. If you checked any of the boxes for sending notices for each filing, or
sending a Summary Report, this screen will indicate the option is turned “on”.

o Any additional case numbers (and hyperlinks) will be displayed under the

Case list: heading. If invalid case numbers were entered, you will receive an error
message after submitting the data and be given the chance to
back up and enter a valid number.

STEP5 If you click on More user information from your account screen, your
login and password information will be displayed (See Figur e 4b)

hlore User Information for Perry Mason

Login |m::-:-nr- Lastlogm 12-2]-202:z 1 :le
Possword I”‘“T‘”””T Current login 12 21 2022 1218
Prid &2 Crente date D20 2002005
Fegistered 7 Updare Jate 12E1200%
Internet Credit Card
Granps Attorney
Soturs to ACco kb Zorcen | > oar |
Figure 4b
o The login and password is assigned by the court. The court request that users not

changes their assigned login however, the user can change their password here.

Remember:
. Logins and passwords are case sensitive;
. These are alphanumeric fields;
. Passwords have a maximum of 8 characters,
. When you enter a new password it is displayed on the screen.
Y our subsequent queries to this screen will show only asterisks.
(No one will be able to tell you what your password is. Contact the
court if you forget your password.
o When you have entered the information as desired, click on

[Return to Account screen|
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STEP 6 Your User Account screen displays (See Figure 5)
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Figure5

o When dl of your account information is correct, click [Submit] to finish
processing.

STEP7 A list of the cases you ar e associated with will then appear (See Figure 6)
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Figure 6

o If you want this new information to apply to al of the cases, click on
[***Update all***] at the top of the list. To change information only on certain
cases, hold down the [Control] key after selecting the first case number and click
on the others, one at atime, to highlight them.

o When you have al of the desired cases or [ ***Update All***] highlighted, click
[Submit] to apply the new information.
o The system will update the records and inform you that they were updated. Y ou

can then click on another selection in the CM/ECF Main Menu Bar.

CM/ECF Attorney Manual Page 129



USER TRANSACTION LOG
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All docketing activity is recorded through each user’s User Transaction Log. This feature is found under

Utilities on the CM/ECF Main Menu Bar. Information on this log can be selected by date range. A typical
excerpt from atransaction log is displayed below (See Figure

This record may be useful in researching case filings. Dates, case numbers, times and

document type are tracked.

Y our transaction activity is not accessible to other users besides yourself except for court systems staff.
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DOCKET REPORT
for Trustees and Attorneys

This module describes the public Docket Report, sometimes called a Docket Sheet, and how it can be

generated.
STEP 1
STEP 2

Roporte

A5ES
—laitr = Bemiste
Dozt Brport

Autarnede Cosamg
Lamapsede Zhrshar

clair: Actrw

Dgp2zate Sftoraes

Lix kel Boore:

e diby Jager Faady e Decheroeleany Feport

Click onthe_Reports hyperlink on the CM/ECF Main Menu.

The Report screen displays, with alist of reports that can be generated (See Figure 1).
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oase Fax

wazcs Brady for Discherec Dle=mz
wheak =g “anes TAdE d i sEners
Thester 17 Dregeess

ceaflict The g

ooabeate] %atte s

rachtor babn - hWsxn:

Dre s = ke s

Ligzlzes Aoamby

L0 Ptaashcs Jwsen Bopoes

Feti Marne

Adrarze Preszedmzs T abare Zeboons
£ hawrag

h

Apoeils

caler dar - aily

alerdar - Mty

alerdar Ererc:

Figurel

Medors

Medanz e Eelst=d Stnes
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o Click on the Docket Report.
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STEP 3 The Pacer Login screen displays (See Figure 2).

PACER Login
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Figure 2

NOTE: Accesstoany CM/ECF queries or reports by non-court users must be through
the Public Access to Court Electronic Records (PACER) program. If you
have not done so aready, you must register with the PACER Service Center
to be given alogin and password. Note the information that is provided to
users on the screen above.

(e}

Enter your PACER L ogin and Password. (These fields are case sengitive).

O

Enter the Client Code (optiond). This optiond field is used for billing by
PACER users. The datawill be included in PACER hilling reports.

NOTE: If you click in the Make this my default PACER login box, your login will

automatically appear each time you attempt to access PACER. If you click on
the [Reset] button, al entries will be cleared.

O

Click [Login]
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STEP 4 The Docket Report screen displays (See Figure 3).

Docket Sheaet
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Figure 3

-

o The following fields are available for selecting/entering criteria for generating

the Docket Report:

. Case number — The number of the last case you accessed during the
current CM/ECF session appears automatically. Type another case
number if you want to view the docket report for a different case. This
isarequired field.

. Entered/Filed — To limit which entries are shown by date, select either
“Entered” (when the entry was recorded by the court in CM/ECF) or
“Filed” (when the document was filed). Enter the start and stop date in
the format mm/dd/yy or mm/dd/yyyy. Y ou can enter a start date with no
end date, which will include al entries from the date specified onward,
or you can enter an end date with no start date, which will include al
entries up to the specified date. If no dates are entered, al entries will
be selected.

. Documents — To limit entries by document number, enter the beginning
and ending numbers. T his featur e enables user s to be charged only
for the desired data on lar ge cases.

. Include terminated parties— A check mark in this box will include
any parties that have been terminated from the case. Uncheck the box
to show only current partiesin the

. Sort by — This sdlection alows you to sort the entries in the report by
“Oldest date first” or “Most recent date first”. This can also affect the
number of pages and PACER charges if you are interested only in the
most current activity.

The [Clear] button will reset dl fields to their default values.
After entering your criteria, click on the [Run Report] button.

o O
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STEP 5: "The Docket Report displays (See Figure 4)

NOTE: Any “ Case Flags” pertaining to the status of the case will be displayed
at the top-right corner of the report.
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Figure4

o If you click on a“blue’” document number hyperlink, the following
will be displayed, alowing you to view the associated PDF document for that
docket entry

o A Transaction Receipt will be displayed at the end of the report

indicating the number of billable pages

o Click on the [View Document] button to view the associated PDF
document.
o After viewing the PDF document, click on the [Back] icon of your

internet browser’ s tool bar to return to the previoudy displayed screens.

NOTE: DO NOT exit out of your document reader by using the Close “ X”
button at the top-right corner of your screen. Thiswill exit you out of
CM/ECF.
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CASES REPORT
for Trustees and Attorneys

The Cases report presents information from the court’ s database with a variety of selection criteriafor

case management and tracking.
STEP 1 Click on the Reports hyperlink on the CM/ECF Man Menu

STEP 2 The Reports screen displays (See Figure 1)

Repaits
Cages Cage SApng
Clawies Fopisio Case Flags
Drock el Fepart Cases Ready for ThischargeClaging
Chambers' BMattere Under & dnsement
Automate Closing Chapter 11 Progress
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iClawng Actwatr Zonberbe d Blodtere
Drupbostc Attorncy Croaditer IMeadng Matrix
Late Diockel Entroes DreadhnesHearours
MModify Cases Beady for DescharpeCloging Beport  Docket Activiy
FParty Wasne Meotons
Adversary ProceedingsTovoluntary Petibons Metons and Felated Fibngs
Angarers Pleadmps Brmonng Fres
Appmale Prefaceional Fase Apphed Foplfwas ded
Calendsr - Diadhr Professionsl Fees Awarded

Calendar - Ihfonthly
alendar Events

Figurel

o Click on the Cases hyperlink

Eeportable Mosters Under Sodinaement

A Stanstcs Devigion Beports

CM/ECF Attorney Manual

Page 135



STEP3 The Pacer Login screen displays (See Figure 2)
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Figure 2

NOTE I: The Public Accessto Court Electronic Records (PACER) program provides
access to CM/ECF users. Loginsand passwords can be issued by
registration with the PACER Service Center. Current PACER logins and

passwords will be accepted by the CM/ECF system. Note the information
that is provided to the user on the screen above.

O

Enter your PACER assigned L ogin and Password (These fields are case
sengtive).

Enter the Client Code. This optiond field is used for billing by PACER
users. The datawill be included in PACER billing reports.

O

NOTE II: If you dlick inthe M ake thismy default PACER login box, your login
will automaticaly appear each time you attempt to access PACER. If you
click on the [Reset] button, al entrieswill be cleared. To change the client
code within a

session, go to Change Client Code under the Utilities Menu.

O

Click [Login]
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STEP4

Cases Roport
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The Cases Report screen displays. (See Figure 3)
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B =l

O Thefollowing fidds are available for sdecting/entering criteria for
generating the Cases Report:

Office — Allows you to specify the divisond office activity you want
cases to be included on the report. The default is all offices.

Case Type—The choices are ap - Adversary Proceedings or

bk - Bankruptcy The defaultisdl cases.

Chapter — Cases can be selected by Chapter 7, 9, 11, 12, 13, or
304. The default isdl chapters.

Date Type— Allows you to specify which date is used when
generating the report. The choices are Filed,

Entered, Dischar ged, Dismissed, Closed, or Converted. The
default is

Filed Date.

From/to — Enter a beginning and/or ending date. The default isthe
current date. For one day’ s activity, the dates should be the samein
both fields. Enter dates by MM/DD/YY or MM/DD/YYYY .

Open cases— You can restrict activity by open or closed cases. A
check mark is defaulted in this box.

Closed cases— The option to include or exclude closed casesis
avalable. The default in this box isno Closed cases.

Party information — Placing a check mark in this box will dlow you
to include additiona party information along each party(s) name (i.e,
address, SSN, and TAX ID).
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. Sort by — Allows you to sdect up to three sorting order sequences
for the report. The choices are Filed Date,
Entered Date, Case Number, Case Type, or Office. The default
isFiled Date.
o The[Clear] button will reset dl fiddsto their default values.
o After entering your criteria, click on the[Run Report] button.

STEP5 The Cases Report displays  (See Figure4)
Cases Report for 123‘23#2002
“istrie ot Blrslacd
A Tp ©h Tarty Tufo [hdzn Tiates Garher Tda
_..1|I'-|J JTLES - I;.u't.'.e.we: _'|::r..1.'ae-1|_'_-'|:|::e:l '_;.D::d|:. ate fed
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Figure4

o All reports can be printed by clicking on the browser’s Print button.

o The following information will be displayed on the Cases Report:

. Case No./Related Case I nfo — Displays the assgned case
number, chapter, and debtor.

o Clicking on the case number hyperlink will dlow you to generate a
Docket Report. If the Case Typeis an Adversary Proceeding (ap),
the*Lead” case number appears beneath the adversary case
number hyperlink.

. Tp (Type Proceeding) — Displays ether ap or bk.

. Ch (Chapter) — Digplays either 7, 9, 11, 12, 13, or 304.

. Party Info — Digplays the debtor (and joint debtor) information for
bankruptcy cases. Plaintiff information will aso be displayed for ap
cases. An additiond row will be displayed for some lead bankruptcy
case information.
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. Judge/Trustee — If there is a trustee on a bankruptcy case, the
name appears directly below the judge' s name.

. Dates — Date information will include the detes the proceedings
were either Filed, Converted, Dismissed, Discharged, Closed,
or Entered.

. Other Info— Other information may include the divisond office,

asset designation, and fee status.

o A Transaction Receipt will be displayed a the end of the report summarizing
the criteria used, the number of cases that were included, and number of
billable pages.

o Clicking on any of the Case Number hyperlinks will display the Docket Sheet
screen, alowing you to enter criteriafor generating the Docket Report.

NOTE: Refer to the Docket Report module for more information on the

Docket Report.
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CALENDAR EVENTS
REPORT

The CM/ECF Calendar Eventsreport option offers extensive criteria selections. The feature of
reporting by event type gives the report its name. With these options courts can easily customize
information for routine or unique reporting needs

Full docket text display of originating event

Sdlection of activity by specific dictionary events
Schedule sdlection by judge

Option to display settings for morning, afternoon or both

The Reports M enu. from the CM/ECF Main Menu

Calendar Events screen displays (See Figure 1)

Reports

ases
laums Feomster
Docleet Eeport

Calendar Events
Creditor hadine hatro

Crder Actinty
COrder Query

Figurel

. Criteria selections can be made by case number, judge, divisiona office,
date, time, and by specific schedule event typesin the court’s dictionary

chapter,
. The

combination of these various e ements make this report a very robust reporting

tool.

. More than one selection can be made within each of the judge, office, chapter
and calendar events pick lists by depressing and holding the [Ctr1] key while

clicking on each sdlection with your mouse.

. Reports can be sorted by Time or by Office and Time from a Sort By selection

box. ( See Figure 2)
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Calendar Events
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Figure 2

STEP 3

TLrecand
LS

13022002
N1 ke

C One gpplication of thisreport isadaily 8341 Meeting of Creditors Calendar.
Calendar Events screen displays. (See Figure 3)

o Clicking on the silver bullet to the left of the docket text displays
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STEP 4 The RELATED PROCEEDINGS report. (See Figure 4)

Related Praceedings Report
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Figure4

. Any events that have been linked to this entry will be listed on this
Related Proceedings report. Thisis helpful if court staff were looking
for objections, amended documents or supporting briefs associated with
ahearing or mesting. In the case of the 8341 Meeting, any continuances
and motions related to that issue would.

. Another hyperlink to the docket entries of this case is available from the
title on the Interim Events report. This list of docket entries also gives
access to every PDF document associated with each entry. Neither the
case name nor caption appears in this feature.
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Trustee Report Events

The Trustee/U.S. Trustee hypertext link lists routine trustee events grouped together for ease and
efficiency. The following instructions will guide you through the Electronic Case Filing (ECF) system for
Trustee/U.S. Trustee report events. Although the example in this module specifically shows an
Appointment Rejection,. (This section is base on argection of appointment the same steps would be
followed for appointing a new trustee except the trustee would be added at the add/create screen)

STEP1 Click on Trustee/US Trustee hypertext link under Bankruptcy from
the ECF main menu.

STEP 2 The Case Number screen displays (Figure 1)

Trustee action

Case Number

|':'3‘2 looz 99.12345, 1:99-9k-12345 or 1-95-hk-12545

Mext | Clear

Figurel

o Enter the case number in YY-NNNNN format, including the hyphen.
o Verify the case number and case name.
o Click on the [Next] to continue.

STEP 3 The EVENT TYPE screen will appear. (See Figure 2)

Truiustese actlon
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Figure 2
o Use the arrow to the right of the box to scroll through the event

list to select the document to be filed.
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o Click Appointment Rejection.
o Click [Next] to continue.

STEP 4 The Party Selection screen displays. (See Figure 3)

NOTE: If a New Successor Trusteeisbeing appointed then Add/Create New
Party should be useto add the newly appointed Trustee.

Tru=tee actlomn:
D2 e learbiea TEreawrd
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Firvveer, cho=kooa [Frekannr] — I Sl T e e T e B outsr
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rdoet | Cacmr |

Figure3

o Select Trustee from list
o Click [Next] to continue

STEP5 The Attor ney/Party Association screen displays (Figure 4)

Trustee action:
O2-21002  Iosha Brown

The following attornev/party assoctations do not exst for this case.
FPleaze check which associations should be created for thiz case:

[] Mayfair, Julian(trte) reprosented by Mayfair, Tulian (aty)
et | Clear |

Figure4

Click on Check box to associate Attorney and party.

o
o Click [Next] to continue
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STEP 6 The PDF Document screen displays. (See Figure 5)

Trustee action:
02-21002 Josha Brown

Zelect the pdf document (for example: TA122cw501 21 pdf).

IMlenname

whscontyMte st pdt Mrrvwe=s e I

Attachments to Document: = Io ¢ Tcs

R [=13] I lear I

Figure5

z

o Click [Browsg], then navigate to the directory where the appropriate
PDF file islocated and select it with your mouse.

o Click [Next] to continue

STEP 7 The Party Termination screen displays (See Figure 6)

Trustee action:
D2-21002 Josha Erown

Selert the thistre or tintres na longer annomated with the nane

b mepfmir, Julimn (Trustes) *I

=1

et I Clear I

Figure 6

o Select Trustee to be terminated.
o Click [Next] to continue.

CM/ECEF Attorney Manual

Page 145



STEP 8 The Final Approval screen displays. (See Figure 7)
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Figure7

o Use the drop down screen to modify text if appropriate.
o Verify the correction of the docket entry.
o Click [Next] to continue.

STEP 9 The Final Text Editing screen displays. (See Figure 8)

Trustee action:

J8 310 Jabna Zrovm

Dkt Test; Firal Tzl

Truatee's Hejection of Appointroent, Filed by Jubien blegfarr, {Mavfar, Julian)

Aftention!! Eubeaitting this screen eovavaits this transaetion. Yousall bave so forther opportunity to moddy this

submisston if von continue,

Ll Clu:

Figure8

o Verify the Final Docket Text. Read the warning message.
o If the Final Docket Text is correct:

o Click [Next] to continue and officialy submit document.

o If the Final Docket Text is incorrect:

o

Click the browser [Back] button to find the error(s) and proceed with the event
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STEP 10 TheNotice of Electronic Filing is produced and displayed.

To print acopy of this receipt click the browser [Print] icon.
To save acopy of thisreceipt, click [File] on the browser menu bar and select
Save Frame As.
Description of Notice of Electronic Filing. Hyperlink to docket sheet
Date and time stamp information Case Title, Case number hyperlink to docket sheet
(if one exists)
Docket text
* Annotated text in italics
» Text produced from docket event
» Attachment type, description and attachment number which

isahyperlink (if one exists) to the PDF file of the attached

document.
Notice will be electronically mailed to: Any party on the case who has
registered their email address with the court will be listed here with their current e-
mail address, not their street address.
Notice will not be electronically mailed to: Name and address of other parties
on the case who have not furnished their e-mail address with the court.

o OO0

o)

(e}

O
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Trustee's 341 Filing

The Trustee' s 341 Filing hypertext link isa trustee event regarding 341 Meeting of Creditor groups
together 341 Meeting of Creditors for a certain date for a particular Trustee for ease and efficiency
notification of completion aswell as continuance of the hearing. The following instructions will guide you

through the Electronic Case Filing (ECF) system for Trustee's 341 filing events.

STEP1 Click on Trustee’s 341 Filing hypertext link under Bankruptcy from

the ECF main menu.

STEP 2 341 Meeting of Creditors heard date screen displays (See Figure 1)

Trustee's 341 Filings

‘Date: IUBUDS

Mext | Clearl

Figurel

Enter Hearing Date

o
o Click [Next] to continue

STEP 3  Case Scheduling Screen (See Figure 2)

L5, Dandarpeey Cowct
Diserict of Blaryland
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Cage fon. Ma Artiom Iaztribmnan loifial Heporr Carfirme Too Dt I'man PR
L5710 L Ao r W r [ =
0520032 Zlea Lol r * * | Rl
WS-200T 2l Lenecle r o} i [ =l
aLErrn | L'Ia:url
Figure2
o Enter appropriate information
o Click [Next] to continue
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STEP 4 The Notice of Electronic Filing is produced and displayed. (Figure 3)
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o To print a copy of this receipt click the browser [Print] icon.
o To save acopy of thisreceipt, click [File] on the browser menu bar and select

Save Frame As.

o Description of Notice of Electronic Filing. Hyperlink to docket sheet
Date and time stamp information Case Title, Case number hyperlink to docket sheet
(if one exists)

o Docket text
» Annotated text in italics
» Text produced from docket event
» Attachment type, description and attachment number which

isahyperlink (if one exists) to the PDF file of the attached
document.

o Notice will be electronically mailed to: Any party on the case who has
registered their email address with the court will be listed here with their current e-
mail address, not their street address.

o Notice will not be electronically mailed to: Name and address of other parties

on the case who have not furnished their e-mail address with the court.
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APPLICATION FOR
COMPENSATION

CM/ECF records professional fee and expense requests filed by trustees, attorneys or other
professionals.

In this process the user sdlects as many applicants as necessary and has the option of permanently
adding them as a party to the case. If thereis no need to have each professiona gpplicant as an active
participant on the case, the Person record will appear on the Party pick list only for this event. Filers
will be identified separately even if thefiler is requesting fees and/or expenses on hisher own behaf.
(Thisexample isfor compensation of the attorney for the debtor

This|esson shows how to process applications filed:

. by trustees or attorneys for other professionals
. by trustees on their own behalf
. by attorneys for their own fees and expenses.

STEP1 Click on the Bankruptcy hyperlink on the CM/ECF Main Menu.

STEP 2 The Bankruptcy Events screen displays (See Figure 1)

Hankimprey Hvents
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p]iiTl

2 eder TTpaloraed. .

Figurel

o Click on M otiong/Applications hyperlink
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STEP3 The Case Number screen displays ( See Figure 2)

File a Motion

Case Number

I QA_12345, 1:99-101-12345 or 1-99-blk-12345

Neﬂl Clear

Figure2

o Enter the case number in YY-NNNNN format
o Click [Next] to continue

STEP4 The Document Selection screen displays (See Figure 3)

File a Motion
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Figure3

o Sdlect the event for Application for Compensation
o Click [Next] to continue
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STEP5 The Party Selection screens displays (See Figure 4)
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Figure4
NOTE: If the Application isfor an other professionas both the filer and the

professional(s) must be selected . The Professiona should dready be a
party in the case. (Application and Order to Employ is required)

If an Attorney isthefiler on his’her on behdf, select the party the
attorney represents

o Select the gppropriate party(ies)
o Click [Next] to continue.

STEP 6 The Attorney/Party Association screen displays (See Figure5)
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Figure5

o Select the box to associate party and atorney
o Click [Next] to continue
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STEP7 The PDF Document Selection screen displays (See Figure 6)

File a Motion:
DE-Z20022E Ellen Liarnels

Select the pdf docwmment o example: T 2R2ewS01-21 . 2 df)

Filenaine
IEZ"-.EE‘D.N"J‘JE"JE?I.[‘JE‘” Orowsa... I
Acdbzichenenis bo TDocumeni: & TBTa € Ay
I Ecat I e ar I
Figure 6

o Click [Browsg], then navigate to the directory where the gppropriate
PDF fileislocated and select it with your mouse.
o Click [Next] to continue

STEP8 The Case Name and Number disolays (See Figure7)

File a Motion:
03-300232 Ellen Daniels

=R Clear

Figure7

o Verify Name and Case Number
o Click [Next] to continue
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STEP9 The Fee Processing screen displays (See Figure 8)

For Applications for Compensation for professona other than Attorney for Debtor
Processto Step 11

NOTE: Dataentered on this screen is recorded in the professiona fees and expenses
record for inclusion on the Professional Fees Applied for /Awarded report.
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Figure8

o Enter adate or date range for services performed, if appropriate.
o

Enter the amount(s) in the Fee and Expense fidds in dollars and cents.
Do not use $ or commes.

NOTE: enter only information for the attorney for the debtor(s)

o Click [Next] to continue.
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STEP 10 The Request for Information screen displays (See Figure 9)
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NOTE: Do Not_enter information for the debtor.
o Click [OK ] to continue,

STEP 11 The Fee Processing screen diolays (See Figure 10)

File a lotian:
-2 2 E Ry Danls

Appliczn. Z ko Fapin

[+ File
Foun | 2l 3 T F' N
Fee Ie-}mﬂiw Expense verqmesc i W
Figure 10

o Enter adate or date range for services performed, if appropriate.

o Enter the amount(s) in the Fee and Expense fidlds in dollars and cents.
Do not use $ or commas.

o Click [Next] to continue.
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STEP 12 The Modify Text screen displays (See Figure 11)
File a Motion;

a3 00258 Bl Zianl

Dreskion Tacoon: Mol as Ap propriare,

E =| applisafion for Cowpensation for Peory Mazon , Deboor's Adtomey, Perdo

121205t 2962008, Fee: AIE0.00, Fapenses: STS000. Frled bor Pery Vagon . Oason, Peny)

Figure 11

o Use the drop down screen to modify text if appropriate.
O  Vaeify the correction of the docket entry.
o Click [Next] to continue.

STEP 13 The Final Text Editing screen displays (See Figure 12)

Fll2 a Klotlon:
WA L len LYEn 2lg

Locker 1231 Dnal | ext

Applic atien for Compensation for Pemry Masan, Debtor's Attorney, Ferdad: T2472003 to 211212003, Fee:
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Arreqrion! | Subwdrmng this goveen cowardes da? anzacdon. Tow will heve no further oppouctmats fo modib: this mbardezion
iF o ¢ et

Figure 12

Verify the Find Docket Text. Read the warning message.
If the Final Docket Text is correct:

Click [Next] to continue and officidly submit document.
If the Final Docket Text isincorrect:

Click the browser [Back] button to find the error(s) and proceed with the event

o000 O
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STEP 14 The Notice of Electronic Filing is produced and displayed.

To print acopy of thisreceipt click the browser [Print] icon.
To save acopy of thisreceipt, click [File] on the browser menu bar and select
Save Frame As.
Description of Notice of Electronic Filing contains a hyperlink to docket
sheet, Date and time stamp information Case Title, Case number hyperlink to
docket sheet (if one exists)
Docket text
. Annotated text in italics
. Text produced from docket event
. Attachment type, description and attachment number which is a hyperlink
(if one exists) to the PDF file of the attached

document.
Notice will be electronically mailed to: Any party on the case who has
registered their email address with the court will be listed here with their current
e-mail address, not their street address.
Notice will not be eectronically mailed to: Name and address of other
parties on the case who have not furnished their e-mail address with the court.

(@} O O

o)

o)

(@}
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DEBTOR’'SSTATEMENT OF INTENT

This module will demondtrate the steps to take to file the Debtor’ s Statement of Intent in the CM/ECF
sysem.

Debtor’s Statement of Intent isrequired to be docketed as separ ate events

STEP1 Click the Bankruptcy hyperlink on the CM/ECF Main Menu.

STEP 2 The Bankruptcy Events screen displays.

o Click on the Miscellaneous hyperlink (See Figure 1)
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STEP3 The Case Number screen displays (See Figure 2)

[MIscellaneous

Case Number

|56-50001 S8.1234%5, 100 ble 13345 or 1-09-blc 12345

IR ]=Fas | Claar I

Figure 2

o Enter the correct case number, including the hyphen.
o Click [Next] to continue



STEP4  TheDocument Type Selection screen displays. (See Figure 3)

Miscellaneous

GE-50001-EZT Flerence dd. IMightinoale
Chll B Zoshy

Schedule G |
Schedule H

Schedule |

Schedule 1

Schedules A-d
Seaction 304 Fatition JIS |
Statement of MNinancial Affairs

[l =2l I Clear I

Figure3

o Click on the down arrow in the Document Typedrop down list. or
Type the letter c and select Certificate of Service
o Click [Next] to continue

STEPS5 The Select Party screen displays. (See Figure 4)
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o Sdect the party from the list. (Select your Client)
o Click [Next] to continue.



STEP 6

STEP7

(@}

o O

The PDF Document Selection screen displays.(See Figure 5)

Miscellaneous:

GE-S0001-ESD Florence k. Nighilingzle
Ch11 FE Coaslry

elect the pdf decument (for eszampele: ALY RewS0 ] 2] pdf)
Filen:aune

I Browse... |

Attachiments to Document: % 1o © Yes

[ et I Clear

Figure5

Click [Browssg], then navigate to the directory where the PDF file
is located.

Double-click the PDF file to salect.
Click [Next] to continue.

The M odify Docket Text screen displays. (See Figure 6)

|Misce|laneou$:

ER-S00N1-ES 0 Florence b, s chiingale
Ch' 1 E Cosly

Docket Text: Modify as Appropriate.
Statemnent of Intent I

rhi:-dl Clecr |

Filed by Pe1ry DMason . (hMason, Perty)

Figure6

Verify Information for accuracy.
Click [Next] to continue.



STEP8

STEP9

The Final Approval screen displays. (See Figure 7)

iuliscellanenus:
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Daocket Text Final Taxt
Statement of Intent Filed by Perry Mason. (Mason, Perry)
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Figure?7

Verify the Find Docket Text._Read the warning message.

If the Final Docket Text is correct:

Click [Next] to continue and officidly submit the document.

If the Final Docket Text isincorrect:

Click the browser [Back] button to find the error(s) and proceed with the event.
To abort the event and begin again, return to Step 1.

oo 0o0 0

The Notice of Electronic Filing screen displays.

(o}

The Noatice of Electronic Filing is the verification that the filing has been filed
electronicaly in the court’ s database. It certifies the that document is now an
officid court document.

To print acopy of this notice click the browser [Print] icon.

To save acopy of thisnotice, dlick [File] on the browser menu bar and select
Save Frame As.

Y ou may aso save the notice through the browser File/Save option.

A supplementa text box window displays. Type the name of the document if
necessary.

Verify the accuracy of the Finad Docket Text.

If the Final Docket Text is correct:

Click [Next] to continue and officidly submit the document.

If the Final Docket Text isincorrect:

Click the browser [Back] button to find the error(s) and proceed with the event.
To abort the event and begin again, return to Step 1.

&t o0 OO
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CM/ECF GLOSSARY

Adobe Acrobat

Attachment

Application used amost universally to create and view ”PDF’ documents. "Adobe"
created the "PDF' format.

An additional supporting document filed electronically with a pleading.

Automatic E-mail Notification

Browse

Browser

Category

CBT

A CM/ECF feature that permits any user to receive notification of the filing of a case or
document via e-mail. Users can choose to receive separate notifications throughout the
day or an end-of-day summary.

A Windows operation of navigating through directories viaa mouse to select a specific
file.

A browser is a software program which provides a user-friendly interface alowing er to
access information and services available on the Internet. The browser programs interpret
Hypertext Markup Language (HTML) documents delivered from WEB servers. Netscape
Navigator and Internet Explorer are the two most popular WEB browsers. Only Netscape
Navigator is guaranteed to work with  CM/ECF.

In CM/ECF, a category is a classification of similar document types. Category selections
appear as hypertext links under the Bankruptcy and Adversary menu selections.

A CBT (computer-based training) is an on-line learning application accessed over loca
area network (LAN) or from a CD. When a CBT is accessed over the Web, it isreferred
to as web-based training or a WB.
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Check Box
A control object a user can click to include choices from alist. Check boxes are designed
so that you can chose one or more items from alist.

CM/ECF
Case Management/Electronic Case Filing is the Administrative Office's application that
will revolutionize the way we do business, completely replacing BANCAP and NIBS with
"next generation” case management capabilities. With CM/ECF attorneys can file cases
and documents electronically viathe Internet.

Default

A Default is a common suggested value displayed by CM/ECF on a screen. Like
BANCAP, many fieldsin CM/ECF have common values suggested. If correct, you may
accept them; if incorrect, you type over them.

Document Type

In CM/ECF, Document Type describes a specific filing or event with similar
characteristics within a case which behaves uniquely from other document types.

Drop Down Box

A window listing selections of data aphabetically in atext box. They are used throughout
CM/ECF for making selections. When you see the selection you want to make, click to
highlight it. To make multiple selections, hold your control key down when making the
second (third, etc.) selection.

Hypertext (HTML) Link
A hypertext link isa URL imbedded in an html (hypertext markup language) document
most often underlined. It permits the user to move from one area (or topic) to another in a

Web based program.

MR

An MR, or software modification request, is the forma method used in the courts by users
to ask for changes in the program. Changes can be either enhancements or the discovery
of afunctiona program error.
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Notice of Bankruptcy Case Filing

A CM/ECF document that is generated at case opening with al the substantive
information of the case. The Entry Date appears on the local court seal displayed on this
formal notice. When the petition is submitted by an attorney both the date and the time of
filing appear. This official document can be used to enforce collection and foreclosure
activities of creditors.

Notice of Electronic Filing
An eectronic document produced by CM/ECF which certifies filing of all documents and
claims with the U.S. Bankruptcy Court. All parties requesting electronic notification can
be sent this certification via electronic mail.

PDF Document
A "Portable Document Formatted”" document is atype of imaged document created by
Adobe Acrobat. To be filed in CM/ECF, all documents must be in"PDF" format with the
exception of the creditor list (matrix) which must be uploaded in atext (.txt) format

Radio Button

A round selection button used to choose items from alist. Radio buttons are designed so
that you can chose only one item.

URL
URL is short for Universal Resource Locator. URLSs are the naming scheme used to find

Web pages. A URL issimilar to a street address. The URL for the United States
Bankruptcy Court for the District of Maryland is www.mdb.uscourt.gov.
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CM-ECF ATTORNEY/TRUSTEE
DOCUMENT LOCATION LIST

The following list was developed as aresource to help locate documents within ECF. The type of document islisted in aphabetica
order.. Motions and Applications are listed dphabeticadl M for motions. Bankruptcy and Adversary documents are interchangeable.
Helpful ingructions can be found within the category “ Events Hyper-Link”.

USER(S) Attorney - Trustee -Both Attorney /Trustee

PICK-LIST: Refersto the blank box at beginning of the docket entry.

HINT: Use find and replace locate under “edit” and type in event you are looking for.

Document/Event Main Menu Hyper-Link Events Hyper-Link User (s)

20 Largest Unsecured Creditors Bankruptcy Miscellaneous Attorney

341 Meeting of Creditors Held Bankruptcy Trustee/US Trustee- Trustee
Trustee's 341

Addendum to Record on Appeal Bankruptcy Appeals Both

Affidavit Bankruptcy Miscellaneous Both

Affidavit of Default Bankruptcy Miscellaneous Both
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Cross, Counter

Affidavit of Summons Service Adversary Complaint/Summons Both
Amended Answer Adversary Answer-Use Amended in Both
drop box to Add Amend
tothe Answer event
Amended Application Bankruptcy/Adversary M otion/Application Both
Amended Complaint Adversary Complaint & Summons Both
Amended Creditor Matrix Bankruptcy Miscellaneous Attorney
Amended Disclosure Statement Bankruptcy Plan Attorney
Amended Motion Bankruptcy/Adver sary Motion/Application Both
Amended Notice of Motion Bankruptcy Adversary Notice Both
Amended Plan (before Bankruptcy Plan Attorney
Confirmation)
Amended Schedules Bankruptcy Miscellaneous Attorney
Amended Statement of Financial Affairs Bankruptcy Miscellaneous Attorney
Amended Voluntary Petition Bankruptcy Miscellaneous Attorney
Answer to Complaint Adversary Answer-Complaint, 39, Both

CM/ECF Attorney Manual

Page 162




Answer to Counterclaim Adversary Answer-Complaint, 39, Both
Cross, Counter

Answer to Cross Claim Adversary Answer-Complaint, 39, Both
Cross, Counter

Answer to Intervenor’s Complaint Adversary Answer -Complaint, 39, Both
Cross, Counter Answer -
Complaint, 39, Cross,
Counter-Select “
Intervenor” from Pick-

List
Answer to an Involuntary Petition Bankruptcy Answer /Response- Both
Other Answer
Appeal (Notice of) (Alsosee CrossAppeal) | Bankruptcy Appeals Both
Affidavit of Summons Service Adversary Complaint/Summons Both
Amended Answer Adversary Answer-Use Amended in Both
drop box to Add Amend
tothe Answer event
Amended Application Bankruptcy/Adversary M otion/Application Both
Amended Complaint Adversary Complaint & Summons Both
Amended Creditor Matrix Bankruptcy M i&d'aneous Attornw
Amended Disclosure Statement Bankruptcy Plan Attorney
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Amended Motion Bankruptcy/Adversary Motion/Application Both

Amended Notice of Motion Bankruptcy Adversary Notice Both

Amended Plan (before Bankruptcy Plan Attorney

Confirmation)

Amended Schedules Bankruptcy Miscellaneous Attorney

Amended Statement of Financial Affairs Bankruptcy Miscellaneous Attorney

Amended Voluntary Petition Bankruptcy Miscellaneous Attorney

Answer to Complaint Adversary Answer-Complaint, 3¢, Both
Cross, Counter

Answer to Counterclaim Adversary Answer-Complaint, 39, Both
Cross, Counter

Answer to Cross Claim Adversary Answer-Complaint, 39, Both
Cross, Counter

Answer to Intervenor’s Complaint Adversary Answer -Complaint, 39, Both

Cross, Counter Answer -
Complaint, 39, Cross,
Counter-Select “
Intervenor” from Pick-
List
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Answer to an Involuntary Petition Bankruptcy Answer/Response- Both
Other Answer
Appeal (Notice of) (Also see Cross Appeal) Bankruptcy Appeds Both
Appellant Designation Bankruptcy Appeals Both
Appellee Designation Bankruptcy Appeals Both
Application SEE
MOTIONSAPPLICATIONS
Appointment Reection Bankruptcy Trustee/US Trustee Trustee
Assgnment of Claim Bankruptcy Claim Action & Batch Both
Filing
Brief Bankruptcy Miscellaneous Both
Bond Bankruptcy Trustee/U STrustee Trustee
Certificate of Service Bankruptcy Miscellaneous Both
Certificate RE: BDRP Conference Bankruptcy Miscellaneous Both
Chapter 7 Trustee' sInitial Report Bankruptcy Trustee/lU STrustee & Trustee
Trustee 341 Filings
Chapter 7 Trustee'sReport of No Bankruptcy Trustee/U STrustee & Trustee
Distribution Trustee 341 Filings
Chapter 11 Ballots BALLOTSARE NOT SEE -TALLY OF
DOCKETED BALLOTS
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Final Report & Account Asset - Bankruptcy Trustee/US Trustee Trustee
Trustee

Chapter 9, 11, 12 & 13 Plans Bankruptcy Plan Attorney
Chapter 12 Tr. Final Report & Bankruptcy Trustee/lU STrustee Trustee
Account

Chapter 13 Tr. Final Report & Bankruptcy Trustee/U STrustee Trustee
Account

Claim Recommendation Bankruptcy Trustee/U STrustee Trustee
Complaint Adversary Opening an AP Both
Consent Bankruptcy Miscellaneous Both
Counterclaim Adversary Complaint & Summons Both
Creditor’ Request for Notice Bankruptcy Miscellaneous Both
Cross Appeal Bankruptcy Appesal Both
Cross Claim Adversary Complaint/Summons Both
Declaration (Also see affidavit) Bankruptcy Miscellaneous Both
Disclosur e Statement Bankruptcy Plan Both
Disclosur e of Compensation of Bankruptcy Miscellaneous Attorney
Debtor Attorney

Discovery Report (See Rule 7026) Bankruptcy Miscellaneous Both
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Equity Security Holders Bankruptcy Miscellaneous Attorney
Exhibits Bankruptcy Miscellaneous Both
Final Report & Account /Asset Bankruptcy Trustee/US Trustee Trustee
First Meeting Held (341) Bankruptcy Trustee/lUS Trustee & Trustee
Trustee's 341 Filing
First MtgHeld & No Asset Report Bankruptcy TrusteeUS Trustee & Trustee
Trustee' s 341 Filing
First Meeting Rescheduled Bankruptcy Trustee/lUS Trustee & Trustee
/Continued Trustee's 341 Filing
Interim Agreement for Cash Bankruptcy Miscellaneous Attorney
Collateral
Interrogatories Bankruptcy Miscellaneous Both
Intervenor's Answer Adversary Answer-Complaint, 3¢, both
Cross, Counter & Select
“Intervenor” from pick
list
Intervenor's Complaint Adversary Complaint/Summons Both
I ntervenor's Summons Service Adversary Complaint/Summons & Both
(Executed and Unexecuted) Select “Intervenor” from
pick list
Involuntary Petition Answer Bankruptcy Answer (Other Answer) Attorney
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Involuntary Petition (add Party) Bankruptcy Miscellaneous Attorney

Involuntary Petition Bankruptcy See Open Bk Case Attorney

Involuntary Summons- Bankruptcy Miscellaneous Attorney
(Executed and Unexecuted)

Joint Amended Chapter 13 Plan Bankruptcy Plan Attorney

Jury Demand (Under Construction)

Line Bankruptcy Miscellaneous Both

Matrix Bankruptcy Creditor Upload Attorney

Meeting of CreditorsHeld (341) Bankruptcy TrusteeUS Trustee & Trustee
Trustee's 341 Filing

M odified Plan (after Confirmed) Bankruptcy Plan Attorney

Monthly Report of Operations (See Bankruptcy Miscellaneous (See Both

Operating Report) Operating Report)

Motions/Applications
(listed below alphabetically)

- Abandon Bankruptcy /Adversary Motion/Application Both
--Accounting Bankruptcy/Adversary M otion/Application Both
--  Adequate Protection Bankruptcy/Adversary M otion/Application Both
--  Administrative Expenses Bankruptcy/Adversary M otion/Application Both
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- Allow Claim Bankruptcyly M otion/Application Both
--  Allow Payment Arreages Bankruptcy Motion/Application Both
-~ Amend Mation Bankruptcy/Adversary M otion/Application Both
--  Amended Application Bankruptcy/Adversary M otion/Application Both
--  Amended Motion Bankruptcy/Adversary M otion/Application Both
--  Appear ProHac Vice Bankruptcy /Adversary M otion/Application Both
-- Appointment of Creditors Bankruptcy M otion/Application Both
Committee
-- Appoint Trustee Bankruptcy M otion/Application Both
--  Assume/Re ect Bankruptcy M otion/Application Both
-- Avoid Lien Bankruptcy M otion/Application Both
-- Borrow Bankruptcy M otion/Application Both
-- Change Venue Bankruptcy/Adversary M otion/Application Both
-- Compd Bankruptcy/Adversary M otion/Application Both
-- Compensation Bankruptcy Motion/Application Both
--  Compromise Controversy Bankruptcy/Adversary Motion/Application Both
-- Consolidate Bankruptcy/Adversary M otion/Application Both
-- Consolidate Hearing for Trial Bankruptcy /Adversary M otion/Application Both
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-- Contempt Bankruptcy/Adversary Motion/Application Both
-- Continue Hearing Bankruptcy /Adversary Motion/Application Both
-- Continue 341 M eeting of Contact Case Trustee
Creditors
-- Convert 7to 11 Bankruptcy M otion/Application Both
-- Convert 13to 11 Bankruptcy M otion/Application Both
-- Convertto7 Bankruptcy M otion/Application Both
-- Convertto 12 Bankruptcy M otion/Application Both
-- Convertto13 Bankruptcy M otion/Application Both
-- Deconsolidate Case Association Bankruptcy M otion/Application Both
-- Default Judgment Adversary M otion/Application Both
-- Defer Fee Bankruptcy M otion/Application Both
-- Deposit Fundsinto the Court Bankruptcy Mation/Application Both
Registry
--Deposit Un-Claim Funds Bankruptcy M otion/Application Both
-- Disallow Claims Bankruptcy Motion/Application Both
-- Dismiss Case Bankruptcy Moation/Application & Both
Trustee/US Trustee

-- Dismiss Document Bankruptcy/Adversary Motion/Application Both
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-- Dismiss Party Bankruptcy/Adversary Motion/Application Both
-- Determine Tax Liability Bankruptcy Motion/Application Both
-- Examination Bankruptcy Motion/Application Both
-- Expedite Hearing Bankruptcy/Adversary Motion/Application Both
-- Extend Exclusivity Period Bankruptcy Motion/Application Both
-- Extend Plan Payments Bankruptcy Motion/Application Both
-- Extend Time Bankruptcy/Adversary M otion/Application Both
-- Extend Timeto Objection to Bankruptcy Motion/Application Both
Discharge

-- Dismiss Adversary Proceeding Adversary M otion/Application Both
-- Final Decree Bankruptcy M otion/Application Attorney
-- Fix Claims Bar Date Bankruptcy M otion/Application Both
-- Generic Application Bankruptcy/Adversary M otion/Application Both
-- Generic Motion Bankruptcy /Adversary M otion/Application Both
-- Hardship Discharge Bankruptcy Mation/Application Both
-- Intervene Adversary Motion/Application Both
-- Joint Adminigtration Bankruptcy M otion/Application Both
-- Leave to Appeal Bankruptcy M otion/Application Both
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-- Limit Notice Bankruptcy Motion/Application Both
-- Limited Admissons Bankruptcy Motion/Application Both
-- Miscellaneous Relief Bankruptcy/Adversary Motion/Application Both
-- Modify Plan Bankruptcy Motion/Application Both
-- Moratorium Bankruptcy /Adversary Motion/Application Both
-- More Definite Statement Bankruptcy/Adversary Motion/Application Both
-- Pay Bankruptcy Motion/Application Both
-- Pay Filing Feesin Ingtallments Bankruptcy M otion/Application Both
-- Pay Pre-Petition Wages Bankruptcy Motion/Application Both
-- Prdiminary Injunction Bankruptcy/Adversary Motion/Application Both
-- Prohibit use of Cash Collateral Bankruptcy Motion/Application Attorney
-- Protective Order Bankruptcy/Adversary M otion/Application Both
-- Quash Bankruptcy/Adversary M otion/Application Both
-- Reaffirmation Bankruptcy Motion/Application Both
-- Reclassify Claims Bankruptcy Mation/Application Both
-- Reconsider Bankruptcy/Adversary Motion/Application Both
-- Recusal Bankruptcy/Adversary Motion/Application Both
-- Redeem Bankruptcy Motion/Application Attorney
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-- Reinstate Case Bankruptcy/Adversary Motion/Application Both

-- Relief From Stay Bankruptcy Motion/Application Attorney
-- Relief From Stay (Co-Debtor) Bankruptcy Motion/Application Attorney
-- Remand Bankruptcy/Adversary Motion/Application Both

-- Remove Debtor in Possession Bankruptcy M otion/Application Both

-- Reopen Case (11,12 & 7/13) Bankruptcy/Adversary M otion/Application Both

-- Requesting for Mediation Bankruptcy/Adversary M otion/Application Both

-- Sanctions Bankruptcy/Adversary M otion/Application Both

-- Sell Bankruptcy M otion/Application Both

-- Sl Free& Clear of Liens Bankruptcy M otion/Application Both

-- Set Hearing Bankruptcy/Adversary M otion/Application Both

-- Set Last Day to File Proof of Bankruptcy Motion/Application Both
Claim

-- Sever Case Bankruptcy M otion/Application Both

-- Stay Adversary Motion/Application Both

-- Shorten Time Bankruptcy/Adversary Motion/Application Both

-- Stay Order Bankruptcy/Adversary Motion/Application Both
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-- Stay Pending Appeal Bankruptcy/Adversary Motion/Application Both
-- Substitute Attorney Bankruptcy/Adversary Motion/Application Both
-- Summary Judgment Adversary Motion/Application Both
-- Temporary Restraining Order Bankruptcy/Adversary Motion/Application Both
--To Amend Bankruptcy/Adversary Motion/Application Both
-- Transfer Adversary (Intra Adversary Motion/Application Both
District)

-- Transfer Adversary Adversary Motion/Application Both
-- Transfer Case Bankruptcy M otion/Application Both
-- Transfer Case (Intra District) Bankruptcy /Adversary Motion/Application Both
-- Use Cash Collateral Bankruptcy M otion/Application Attorney
-- Vacate Bankruptcy M otion/Application Both
-- Vacate Discharge Bankruptcy M otion/Application Both
-- Waive Appear ance Bankruptcy M otion/Application Both
-- Waive Pay Order Bankruptcy M otion/Application Both
-- Withdraw as Attor ney Bankruptcy/Adversary M otion/Application Both
-- Withdrawal of Reference Bankruptcy /Adversary M otion/Application Both
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-- Writ of Habeas Corpus Bankruptcy /Adversary Motion/Application Both
No Asset Report Bankruptcy Trustee/US Trustee & Trustee
Trustee' s& 341 filing

No Objection to Confirmation Bankruptcy Batch & Notice Trustee

Notice (Attorney/Trustee Use) Bankruptcy Notice Both

Notice of Abandonment Bankruptcy Trustee/US Trustee Trustee

Notice of Appearance & Request Bankruptcy Miscellaneous Both

for Notice

Notice of Appeal Bankruptcy Appeal Both

Notice of Application Bankruptcy/Adversary Notice Both

Notice of Appointing Creditors Bankruptcy Trustee/lUS Trustee US Trustee
Committee

Notice of Appointing Trustee Bankruptcy Trustee/lUS Trustee USTrustee

Notice of Asset Bankruptcy Trustee/US Trustee Trustee

Notice of Assgnment of Claim Bankruptcy Claim Action Both

Notice of Change of Address Bankruptcy Notice Both

Notice of Continuance of Meeting Bankruptcy Trustee/lUS Trustee Trustee

of Creditors

Notice of Intent to Sell Bankruptcy Notice Trustee
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Notice Merry-go-round Bankruptcy/Adversary Batch Filing Both

Notice of Motion Bankruptcy/Adversary Notice Both

Notice of Service Bankruptcy Notice Both

Notice of Settlement Bankruptcy/Adversary Notice Both

Notice of Stipulated of Dismissal in Adversary Notice Attorney

an Adversary Proceeding

Notice of Voluntary Conversion (13 Bankruptcy Notice Attorney

Only)toa Chapter 7

Notice of Voluntary Dismissal Adversary Notice Attorney

Objection Bankruptcy/Adversary Answer/Response Both

Objection to Claim Bankruptcy Claims Actions Both

Objection to Confirmation of Plan Bankruptcy Batch Filing, Plan Both
Trustee/US Trustee

Objection to Debtors Claim of Bankruptcy Miscellaneous Both

Exemptions

Objection to Transfer of Claim Bankruptcy Claims Actions

Operating Report (Monthly) Bankruptcy Miscellaneous Attorney

Pre-Trial Memoranda Bankruptcy Miscellaneous Both

Proof of Claim Bankruptcy File A Claim Both
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Proposed Order Bankruptcy Miscellaneous Both
Reaffirmation Agreement Bankruptcy Miscellaneous Attorney
Report of BDRP Bankruptcy Miscellaneous Both
Report of Sale Bankruptcy Trustee/US Trustee Trustee
Request Bankruptcy Miscellaneous Both
Request for Hearing Bankruptcy Miscellaneous Both
Request for Telephonic Hearing Bankruptcy Miscellaneous Both
Request for Transcript Contact Court Personal
Request to Defer Payment Bankruptcy Trustee/lUS Trustee Trustee
Response Bankruptcy/Adversary Answer Response Both
Response to Show Cause Order Bankruptcy Miscellaneous Both
Rule 7026/Discovery Report Bankruptcy Miscellaneous Both
Satisfaction of Judgment Bankruptcy Miscellaneous Both
Schedules (A, B, C, etc & A-J) Bankruptcy Miscellaneous Attorney
Section 304 Petition SEE MISCELLANEOUS

PETITION CASE OPENING
Statement of Financial Affairs Bankruptcy Miscellaneous Attorney
Statement of Intent Bankruptcy Miscellaneous Attorney
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Statement of |ssueson Appeal Bankruptcy Appeal Both
Stipulation Bankruptcy Miscellaneous Both
Summary of Schedules Bankruptcy Miscellaneous Attorney
Summons Service Executed SEE AFFIDAVIT OF SERVICE

SUMMONS
Summons Ser vice Unexecuted Adversary Complaint/Summons Both
Tally of Ballots Bankruptcy Miscellaneous Attorney
Third-Party Complaint Adversary Complaint/Summons Both
Trustee's Final Rpt/Acct-Asset Bankruptcy Trustee/lUS Trustee Trustee
Trustee's No Asset Report Bankruptcy Trustee/lUS Trustee Trustee
Trustee's No Asset Report & 341 Bankruptcy Trustee/lUS Trustee Trustee
Held
Trustee's Notice of Assets Bankruptcy Trustee/lUS Trustee Trustee
Trustee' s Rejection of Bankruptcy Trustee/lUS Trustee Trustee
Appointment
Trustee'sReport of Sale Bankruptcy Trustee/lUS Trustee Trustee
Trustee's Zero Balance Report Bankruptcy Trustee/lUS Trustee Trustee
Uploading A Creditor’s Matrix Bankruptcy Creditor Maintenance Attorney
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Voluntary Petitions

See Open BK

Withdrawal of Claim

Bankruptcy

Claim Action

Attorney
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